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As  sure ly  as  d i sasters  wi l l  happen,  vo lunteers
wi l l  come.  Many  emergency  managers  admit  to
be ing  unnerved  by  the  prospect  o f  cop ing  wi th
convergent  vo lunteers  because  there  are  so
many  unknowns .  How many  wi l l  come and  when?
Wi l l  any  of  them have  the  sk i l l s  we  rea l ly  need?
What  happens  i f  somebody  gets  hurt?  Where  wi l l
they  s tay?  Who wi l l  feed  them and how? How
wi l l  they  know where  to  go  and  what  to  do?  Who
wi l l  manage  them?

As  F lor ida ’s  lead  agency  for  Emergency  Support
Funct ion  15  (ESF-15) ,  Vo lunteers  and  Donat ions ,
Vo lunteer  F lor ida  wi l l  prov ide  s t ra ight forward
answers  to  these  quest ions  and  some compel l ing
reasons  to  inc lude  procedures  for  ut i l i z ing  th i s
powerfu l  resource  in  your  Comprehens ive
Emergency  Management  P lan  (CEMP) .
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INTRODUCTION

W H E T H E R  Y O U  P L A N  O R  N O T ,
T H E Y  W I L L  C O M E

Volunteer  F lor ida  works  c lose ly  wi th  the  F lor ida
Div i s ion  of  Emergency  Management  to  p lan  for
and  ensure  product ive  vo lunteer  part i c ipat ion  in
d isaster  preparedness ,  response ,  recovery  and
mit igat ion .  Dur ing  the  response  and  recovery
phases  o f  a  d i saster ,  Vo lunteer  F lor ida
coord inates  the  e f for ts  o f  F lor ida ' s  vo lunteer
response  organ izat ions .  Vo lunteer  F lor ida  s ta f f
at  the  State  EOC operate  an  800  hot l ine  and
issue  press  re leases  to  reg iona l  and  nat iona l
media ,  prov id ing  the  pub l i c  wi th  d i rect  access  to
of f i c ia l  in format ion  about  the  vo lunteers  and
donat ions  needed and  not  needed.

As  your  county  ESF-15  lead  organ izat ion
estab l i shes  procedures  for  manag ing  unaf f i l i a ted
vo lunteers ,  or  re f ines  your  ex i s t ing  p lan ,
Vo lunteer  F lor ida ’s  Emergency  Management  s ta f f
wi l l  be  ava i lab le  to  prov ide  techn ica l  ass i s tance
and ins ight  in to  the  process .

THE ROLE OF
VOLUNTEER FLORIDA

V O L U N T E E R  F L O R I D A
C O O R D I N A T E S  V O L U N T E E R
R E S P O N S E  A N D  R E C O V E R Y
E F F O R T S .



Convergent ,  unaf f i l i a ted  vo lunteers  are  those
not  assoc iated  wi th  any  recogn ized  d i saster
response  agency ,  but  who possess  other
t ra in ing ,  sk i l l s  and  exper ience .  They  can  appear
on  the  scene  or  ca l led  to  of fer  ass i s tance .  No
dis t inct ion  i s  made between the  terms
"convergent ,"  "unaf f i l i a ted ,"  and  "spontaneous"
and they  wi l l  be  used  a l ternate ly  throughout  th i s
book let .  Management  of  th i s  resource  i s  a
funct ion  of  ESF-15 ,  Vo lunteers  and  Donat ions ,
But  i s  d i s t inct ly  separate  f rom i t s  coord inat ion
of  the  t rad i t iona l  vo lunteer  response
organ izat ions  and  f rom i t s  management  of
donated  goods .

Because  many  unaf f i l i a ted  vo lunteers  l i ke  formal
d i saster  t ra in ing  of fered  by  the  Amer ican  Red
Cross ,  The  Sa lvat ion  Army and  others ,  there  i s
understandable  re luctance  among emergency
management  profess iona ls  to  cons ider
convergent  vo lunteers  as  a  resource  to  be
counted  on  in  the  event  o f  a  major  d i saster .  I t  i s
log ica l  for  the  t rad i t iona l  vo lunteer  response
organ izat ions ,  as  wel l ,  to  be  wary  of  we l l -
in tended but  inexper ienced  vo lunteers  whose
ef for ts  have  somet imes  h indered  rather  than
he lped  response  and  recovery  operat ions .

The  key  words  in  th i s  d i lemma are  “major
d isaster .”  When a  community  exper iences  a
d isaster  o f  such  magni tude  that  the  capac i ty  o f
loca l  response  organ izat ions  i s  severe ly
cha l lenged,  vo lunteers  wi l l  respond.  Media
coverage  of  such  events  br ings  graph ic  images
of  the  v ic t ims  and  the i r  damaged property  into
l iv ing  rooms in  ne ighbor ing  count ies  and  s tates .
Such  coverage  evokes  v iewers ’  compass ion  for
the  v ic t ims  and  grat i tude  that  the i r  own
community  has  been  spared.  Hundreds  or
thousands  wi l l  fee l  compel led  and  energ i zed  to
take  act ion .
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WHAT ARE
UNAFFILIATED
VOLUNTEERS AND
WHAT DO WE DO WITH
THEM?

" U N A F F I L I A T E D "  D O E S  N O T
M E A N  U N S K I L L E D !

Two F lor ida  count ies  have  demonstrated  that  i t
i s  not  on ly  poss ib le  but  ext remely  cost -e f fect ive
to  harness  th i s  resource ,  organ iz ing  and
empower ing  i t  to  e f fect ive ly  serve  communit ies
s t ruck  by  major  d i sasters .  When a  rare  F -4
tornado r ipped  through  Osceo la ,  Orange  and
Seminole  Count ies  in  la te  February ,  1998,
tear ing  apart  homes ,  bus inesses  and  l i ves ,  ca l l s
f rom people  of fer ing  ass i s tance  immediate ly
began  to  pour  in .

As  Osceo la  County ’s  profess iona l  responders  and
tra ined,  a f f i l i a ted  vo lunteers  rescued  surv ivors
and  t r ied  to  protect  property  f rom fur ther
damage,  severa l  county  employees  began  to  set
up  a  vo lunteer  intake  and  d i spatch  center  to
handle  the  spontaneous  vo lunteers  o f fer ing  to
he lp .  Day  by  day  they  des igned  new forms,
implemented  new procedures  and  organ ized  the
f low of  convergent  vo lunteers  to  he lp  wi th  the
c leanup.  Increas ing  numbers  o f  vo lunteers
showed up  each  day ,  as  the  surrounding
communit ies  rea l i zed  the  extent  o f  the  damage.
Unaf f i l i a ted  vo lunteers  reg i s tered  dur ing  the
next  few weeks  tota led  over  3 ,100.  Hundreds
more  had  he lped  dur ing  the  f i r s t  few days ,  but
were  never  reg i s tered.

A  rev iew of  Osceo la ’ s  vo lunteer  database ,  set  up
af ter  the  event ,  revea led  that  near ly  1 ,000  of
these  vo lunteers  were  res idents  o f  Osceo la
County ,  over  1 ,700  were  f rom e lsewhere  in
F lor ida  and  near ly  400  were  f rom out  o f  s tate .
(They  inc luded  ind iv idua ls  and  fami l ies ,  g roups
f rom 38  churches ,  10  schools  and  un ivers i t ies ,
45  bus inesses  and  35  other  community  or  c iv i c
organ izat ions . )

Success Stories



The  county  ar ranged  for  buses  to  t ransport
vo lunteers  to  the  works i tes  to  prevent
congest ion  and  to  ensure  the  secur i ty  o f  the
impacted  ne ighborhoods  and  bus inesses .  A  l i s t
of  the  vo lunteers  be ing  t ransported ,  showing  the
date  and  t ime of  the  t r ip ,  accompanied  each
dr iver  and  he lped  organ izers  to  keep  t rack  of
hundreds  of  people  each  day .  Th is
documentat ion  a l so  corroborated  records  o f
vo lunteer  hours ,  as  Budget  Department
personnel  prepared  the  county ’s  request  for
FEMA re imbursement .

Osceo la  County  Emergency  Management  D i rector
Matt  Meyers  and  Budget  Department  D i rector
Dick  Hudson cred i t  a  major  part  o f  the  county ’s
success fu l  recovery  to  the  vo lunteers  who
responded and  to  the  county  employees  who,
under  t remendous  pressure ,  dev i sed  a  workab le
system for  manag ing  them.

In  Semino le  County  the  Execut ive  D i rector  o f  the
not - for -prof i t  Semino le  Community  Vo lunteer
Program,  set  up  a  recept ion  center  for
vo lunteers  under  the  awning  of  a  vo lunteer ’ s
motor  home.  Located  next  to  the  county ’s
command center ,  th i s  makesh i f t  vo lunteer  center
processed  1 ,400  vo lunteers  dur ing  the  next  two
weeks .  Agency  s ta f f  kept  da i ly  records  o f  the
vo lunteers  a t  each  s i te  and  how many  hours  each
worked.  At  the  beg inn ing  of  every  sh i f t ,
vo lunteers  s igned  in  and  rece ived  the i r
ass ignments ,  a long  wi th  co lor -coded ID
brace lets .  When they  s igned  out  at  the  end  of
the  day ,  they  turned  in  the  brace lets  and
reported  to  the  s ta f f  the  k inds  of  work  they  had
per formed that  day .  The  ID  brace lets  enab led
Sher i f f ’ s  deput ies ,  us ing  a  b lock  capta in  system,
to  enforce  s t r i c t  secur i ty  measures .

A l though  Osceo la  and  Semino le  Count ies
managed to  ut i l i ze  many  of  the  convergent
vo lunteers ,  loca l  emergency  managers  agree  that
vo lunteers  cou ld  have  been  re ferred  more
quick ly  and  the  documentat ion  of  the i r  hours
and  act iv i t ies  s t reaml ined,  had  a  p lan  been
wr i t ten  ahead  of  t ime for  the  management  of
these  vo lunteers .

part i c ipat ion  of  any  combinat ion  of  community
resources ,  for  any  type  of  d i saster ,  no  matter
how extens ive  the  damage.

Though many  are  f i r s t - t ime d i saster  vo lunteers ,
unaf f i l i a ted  vo lunteers  br ing  wi th  them a  wide
range  of  sk i l l s  and  profess iona l  t ra in ing ,  o f ten  in
short  supp ly  a f ter  a  catast rophic  event .
“Unaf f i l i a ted”  doesn ’ t  mean unsk i l led!
Ef fect ive ly  used,  spontaneous  vo lunteers  can
supplement  your  response  and  recovery
operat ions  in  many  areas .  Through  a  short
screen ing  process ,  a  vo lunteer  coord inator  might
learn  that  a  spontaneous  vo lunteer  who l i s ted
“accountant”  as  h i s  occupat ion  a l so  has  the
sk i l l s  and  too ls  needed to  t r im t rees  or  owns  a
boat  that  cou ld  be  used  for  search  and  rescue.
A long  wi th  the i r  sk i l l s ,  they  br ing  s t rength  and
energy ,  opt imism for  the  future  of  the  a f fected
community ,  and  concern  for  those  who are
suf fer ing ,  both  surv ivors  and  weary  responders .

Communit ies  benef i t  f rom increas ing  pub l i c
awareness  o f  the  need  for  everyone’s
part i c ipat ion  in  d i saster  recovery .  Many
government  organ izat ions  and  pr ivate
corporat ions  encourage  the i r  employees ’
community  invo lvement  by  of fer ing  pa id  or
unpa id  leave  to  those  who part i c ipate  in  d i saster
re lated  act iv i t ies .

F lor ida ’s  Employee  D isaster  Leave  law a l lows
state  employees ,  w i th  superv i sor  approva l ,  15
days  o f  pa id  leave  per  year  to  work  in  Amer ican
Red Cross  d i saster  recovery  operat ions .  C iv i c  and
fraterna l  organ izat ions  have  become va luab le
sources  o f  ded icated  d i saster  re l ie f  vo lunteers .  
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Whether you plan for them or
not, they will come!
The  good news  i s  that ,  no  matter  who or  how
many  “ they”  turns  out  to  be ,  the  procedure  for
manag ing  unaf f i l i a ted  vo lunteers  i s  the  same.
I t ’ s  s t ra ight forward ,  log ica l  and  easy!  I t  can  be
used  in  any  s i ze  community ,  w i th  the  



Col leges  and  un ivers i t ies  encourage  facu l ty  and
student  part i c ipat ion  in  d i saster  recovery  as  a
means  to  ins t i l l  in  the i r  s tudents  a  s t rong
community  eth ic .

I t  w i l l  never  be  poss ib le  to  pred ic t  exact ly  how
many  unaf f i l i a ted  vo lunteers  wi l l  show up,  who
they  wi l l  be  or  what  sk i l l s  they  wi l l  br ing .  But  i t
i s  poss ib le  to  be  prepared  to  ga in  the  max imum
benef i t  f rom the i r  contr ibut ions ,  and  for  them to
leave  your  community  knowing  that  they  have
eased  the  pa in  of  a  surv ivor ,  he lped  to  protect
or  rebu i ld  someone’s  property ,  and  he lped  your
community  to  recover  f rom the  d i saster .

They  wi l l  come,  so  p lann ing  ahead  for
spontaneous  vo lunteers  i s  to  everyone’s
advantage .  A l l  o f  the  t rad i t iona l  response
organ izat ions  would ,  o f  course ,  prefer  to
operate  s t r i c t ly  wi th  h igh ly  t ra ined  people  who
know and  fo l low the i r  organ izat ion ’s  prescr ibed
procedures .  When responding  to  a  major  event ,
however ,  even  these  seasoned responders
somet imes  f ind  themselves  shorthanded and
unable  to  meet  the  community ’ s  needs .  When a
response  organ izat ion  needs  add i t iona l
vo lunteers ,  i t  needs  people  wi th  the  sk i l l s
necessary  to  he lp  meet  i t s  commitments  to  the
community .  Without  an  e f fect ive  screen ing  and
referra l  process  in  p lace ,  the  convergence  of
vo lunteers  wi thout  those  sk i l l s  can  hamper  the
organ izat ion ’s  response .  The  Amer ican  Red
Cross ,  The  Sa lvat ion  Army and  many  others  have
awesome respons ib i l i t ies  in  the  wake  of  a  major
d isaster .  The i r  work  i s  h indered  rather  than
he lped,  when,  for  lack  o f  p lann ing ,  a  community
p laces  on  them the  add i t iona l  burden  of  “do ing
someth ing  wi th”  the  spontaneous  vo lunteers .

Every  community  wi l l  f ind  that  i t  has  one
organ izat ion  whose  non-d isaster  miss ion  and
pos i t ion  in  the  community  make  i t  a  log ica l
organ izat ion  to  coord inate  the  mul t i -agency
ut i l i zat ion  of  spontaneous ,  unaf f i l i a ted
vo lunteers .  I t  w i l l  not  necessar i l y  be  the  same
agency  or  the  same k ind  of  agency  in  every
county .

Great Reasons for
writing Unaffiliated
Volunteers into your
CEMP

After  the  tornado in  Osceo la  County ,  the  in i t ia l
es t imate  for  profess iona l  c leanup a lone  was
over  $8  mi l l ion .  The  actua l  cost  o f  c leanup was
only  about  $1 .4  mi l l ion ,  la rge ly  due  to  the
tremendous  e f for ts  o f  unaf f i l i a ted  vo lunteers .
Vo lunteer  part i c ipat ion  a l so  shortened the
est imated  c leanup t ime f rom 90  days  to  about
55  days .  The  county ’s  tota l  re imbursement  f rom
FEMA i s  ant ic ipated  to  be  over  $2  mi l l ion .  The
documented  va lue  of  those  vo lunteer  hours
covered  $240,000  of  Osceo la ’ s  approx imate ly
$300,000  tota l  match .

In  Semino le  County ,  the  est imate  for
profess iona l  c leanup was  $1 ,525,000.  The  work
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For  the  fo l lowing  economic ,  log i s t i ca l  and
psycholog ica l  reasons ,  p lan  now to  e f fect ive ly
ut i l i ze  the  unaf f i l i a ted  vo lunteers  who wi l l
respond i f  your  community  exper iences  a
d isaster .

Logistical

Economic

 contr ibuted  by  spontaneous  vo lunteers  he lped
to  br ing  the  c leanup cost  down to  $660,000.
Because  the  Semino le  Community  Vo lunteer
Program was  ab le  to  set  up  i t s  d i saster
vo lunteer  center  a lmost  immediate ly ,
suf f i c ient  vo lunteer  hours  were  documented  to
cover  the  ent i re  $330,000  county  match  for  the
$2,242,199  FEMA re imbursement .

The  economic  advantages  a lone  are  a
substant ia l  reason  to  make  th i s  resource  an
integra l  par t  o f  your  comprehens ive  p lan  –  but
not  the  on ly  reason.



There  i s  a  th i rd  compel l ing  reason  to  inc lude  th i s
resource  in  your  CEMP.  Wel l  managed
convergent  vo lunteers  contr ibute  to  a  pos i t i ve
publ i c  percept ion  of  your  response  and  recovery
ef for t .  Profess iona l  responders  and  t ra ined,
a f f i l i a ted  vo lunteers  must  mainta in  a  “b ig
p ic ture”  perspect ive  and  remain  focused  on  the i r
miss ions .  Unaf f i l i a ted  vo lunteers ,  on  the  other
hand,  o f ten  have  more  t ime to  meet  the
ind iv idua l  needs  of  surv ivors ,  to  ho ld  a  hand  or
of fer  comfort  and  encouragement .

There  are  dozens  of  heart -warming  s tor ies  f rom
Centra l  F lor ida  of  spontaneous  vo lunteers
he lp ing  to  ease  the  pa in  of  tornado surv ivors
wi th  the i r  sacr i f i ces  o f  t ime,  ta lent  and
compass ion .  In  most  cases  the  vo lunteers  were
empowered  to  serve  by  a  ded icated  profess iona l
responder .  Such  was  the  case  in  an  Osceo la
County  ne ighborhood,  where  vo lunteers
searched  through  the  rubb le  for  anyth ing  that
might  be  of  va lue  to  the  v ic t ims .

Vo lunteers  boxed  the  i tems  they  recovered  by
address ,  to  be  sor ted  la ter .  They  found ro l l s  o f
undeve loped f i lm,  a  Navy  un i form soaked  wi th
mud,  a  box  of  o ld  serv ice  medals  and  the  las t
p iece  of  a  surv ivor ’ s  marr iage  cer t i f i cate .  The
other  p ieces  had  been  found some d is tance  away
and p laced  together  l i ke  a  j i gsaw puzz le .  A  loca l
dry  c leaner  c leaned the  un i form,  ch i ldren ’s
s tuf fed  toys  and  many  other  prec ious  i tems  for
surv ivors  a t  no  charge .  One  compass ionate
vo lunteer ,  an  ar t i s t ,  used  t rays  o f  water  and  an
array  of  pa intbrushes  to  c lean  photos  and
persona l  documents ,  dry ing  them in  f ront  o f
fans .  Fami ly  B ib les  and  a  1963  yearbook  were
dr ied  one  page  at  a  t ime.

In  a  d i saster  the  s i ze  o f  Hurr i cane  Andrew i t
would  have  been  imposs ib le  for  recovery
workers  to  spend t ime in  th i s  way .  But  when i t  i s
poss ib le ,  such  as  a f ter  the  Centra l  F lor ida
tornado,  i t  i s  the  commitment ,  love  and
compass ion  of  spontaneous  vo lunteers  that
makes  i t  so .
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Public Perception
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Each  F lor ida  county  i s  a  un ique  env i ronment
with  i t s  own assemblage  of  emergency
management  pos i t ions  and  persona l i t ies .  Each
jur i sd ic t ion  a l so  has  i t s  own d is t inct  ar ray  of
non-governmenta l  resources  -  t rad i t iona l
response  agenc ies  and  one-of -a -k ind  loca l
organ izat ions .  F rom these  resources ,  severa l
may  s tand  out  as  hav ing  the  capac i ty  to  reg i s ter
in  re ferred  spontaneous  vo lunteers  in  the  event
of  a  d i saster  and  to  deve lop  a  network  of
companies  and  not - for -prof i t s  to  prov ide  for  the
bas ic  needs  of  those  vo lunteers .  The
organ izat ion  you  engage  to  coord inate  your
county ’s  use  of  unaf f i l i a ted  vo lunteers  wi l l  be
referred  to  here  as  the  Coord inat ing   Agency  
 (CA) .

In  some count ies  a  loca l  vo lunteer  center  has
served  as  the  coord inat ing  agency .  Th is  model
has  worked  because  vo lunteer  centers  have
exper ience  in  re ferr ing  vo lunteers  accord ing  to
the i r  sk i l l s ,  ab i l i t ies  and  l imi tat ions .  Many  have
been t ra ined  on  e f fect ive  procedures  for
reg i s ter ing ,  re ferr ing  and  document ing
unaf f i l i a ted  d i saster  vo lunteers .

BEFORE A DISASTER
OCCURS

E A C H  F L O R I D A  C O U N T Y  H A S  A
U N I Q U E  C O M B I N A T I O N  O F
C O M M U N I T Y  R E S O U R C E S

Create a Strong Local Network for
Effectively Using Unaffiliated
Volunteers

Many count ies  have  a  government  vo lunteer
coord inator  who recru i t s  and  p laces  vo lunteers
in  county  government  departments .  These
employees  are  a l so  l i ke ly  to  be  adept  at
determin ing  the  sk i l l s  and  interests  o f
spontaneous  vo lunteers .  In  the  absence  of  a
profess iona l  community  vo lunteer  manager ,  a
vo lunteer  coord inator  in  a  loca l  not - for -prof i t
organ izat ion ,  such  as  the  Uni ted  Way,  Amer ican
Cancer  Soc iety  or  Hab i tat  for  Humani ty ,  may
have  the  requ i red  vo lunteer  management  and
network-bu i ld ing  sk i l l s .

Many  count ies  have  a  government  vo lunteer
coord inator  who recru i t s  and  p laces  vo lunteers
in  county  government  departments .  These
employees  are  a l so  l i ke ly  to  be  adept  at
determin ing  the  sk i l l s  and  interests  o f
spontaneous  vo lunteers .  In  the  absence  of  a
profess iona l  community  vo lunteer  manager ,  a
vo lunteer  coord inator  in  a  loca l  not - for -prof i t
organ izat ion ,  such  as  the  Uni ted  Way,  Amer ican
Cancer  Soc iety  or  Hab i tat  for  Humani ty ,  may
have  the  requ i red  vo lunteer  management  and
network-bu i ld ing  sk i l l s .

Regard less  o f  what  organ izat ion  you  engage  to
take  on  th i s  respons ib i l i ty ,  fami l ia r i ty  o f  i t s
people  wi th  the  miss ions  and  s ta f f s  o f  loca l  not -
for -prof i t s  and  exper ience  as  a  convener  and
co l laborator  wi l l  be  ext remely  va luab le .  I t  i s
important  for  your  ESF-15  Vo lunteers  and
Donat ions  lead  agency  to  estab l i sh  regu lar
communicat ion  wi th  your  coord inat ing  agency  to
ensure  mutua l  understand ing  of  the  CA’s
respons ib i l i t ies  and  the  procedures  by  which
they  wi l l  be  carr ied  out .  Those  respons ib i l i t ies
inc lude:

Appoint  a  D isaster  Response  Coord inator  –  
The  CA wi l l  des ignate  a  s ta f f  member  to  serve  as
Disaster  Response  Coord inator .  The  coord inator
wi l l  regu lar ly  a t tend  loca l  emergency
management  p lann ing  meet ings  and  wi l l  a f f i l i a te
the  CA ( i f  i t ’ s  not  a l ready  a  member)  wi th  the
loca l  Vo luntary  Organ izat ions  Act ive  in  D isaster
(VOAD) ,  In ter fa i th  or  other  loca l  d i saster
coa l i t ion .



Educate  loca l  coa l i t ions  –  
The  D isaster  Response  Coord inator  wi l l  educate
the  member  organ izat ions  of  your  VOAD or
Inter fa i th  regard ing  the  CA’s  ro le  o f  re ferr ing
spontaneous ,  unaf f i l i a ted  vo lunteers  to  them
dur ing  d i saster  recovery .

Bui ld  a  community  network  –  
The  Coord inator  should  gather  in format ion  f rom
VOAD members  about  the i r  ant ic ipated  d i saster
vo lunteer  needs .  The  Coord inator  can  then  beg in
to  bu i ld  a  network  of  c iv i c ,  f ra terna l  and  other
groups ,  encourag ing  the i r  members  to  a f f i l i a te
with  a  loca l  d i saster  response  organ izat ion  and
to  become t ra ined  to  he lp  them in  d i saster .  For
example ,  members  o f  a  loca l  garden  c lub  who
become af f i l i a ted  wi th  and  t ra ined  by  a
homeless  she l ter  wi l l  be  ab le  to  he lp
immediate ly  when needed and  wi l l  not  become
unaf f i l i a ted  vo lunteers  who need  to  be
reg is tered,  re ferred  and  t ra ined  a f ter  a  d i saster
occurs .  The  Coord inator  can  a l so  pursue  mutua l
ass i s tance  p lans  wi th  counterparts  in
ne ighbor ing  count ies .

Develop  a  vo lunteer  referra l  p lan  –  
The  Coord inat ing  Agency ’s  D isaster  Response
Coord inator  wi l l  deve lop  a  d i saster  vo lunteer
referra l  p lan  and  gather  the  suppl ies  needed to
open a  vo lunteer  recept ion  center .  The
Coord inator  wi l l  par t i c ipate  wi th  the  ESF-15  lead
agency  in  f ind ing  severa l  locat ions  su i tab le  for
hous ing  the  recept ion  center ;  w i l l  a r range
sources  and  t ransportat ion  of  needed
equipment ,  inc lud ing  emergency
communicat ions ;  and  wi l l  recru i t ,  t ra in  and
or ient  vo lunteer  s ta f f  to  he lp  operate  the
recept ion  center .

Arrange  to  t ransport  vo lunteers  -
For  secur i ty  reasons ,  emergency  management
personnel  wi l l  not  a l low vo lunteers  to  dr ive  the i r
own veh ic les  in to  impacted  areas .  The
Coord inator  should  work  wi th  loca l  ESF-15
personnel  to  deve lop  a  p lan  to  t ransport
vo lunteers  f rom the  recept ion  center  to  the
works i tes .  A  school  bus  or  c i ty  bus  cou ld  be
des ignated  to  prov ide  t ransportat ion  dur ing  the
bus iest  t imes .  Churches  or  charter  companies
might  a l so  donate  the  use  of  the i r  buses .

Develop  a  publ i c  in format ion  p lan  –  
In  cooperat ion  wi th  your  ESF-15  lead  agency ,  the
CA wi l l  deve lop  a  pub l i c  in format ion  p lan  for
let t ing  potent ia l  spontaneous  vo lunteers  know
before  a  d i saster  occurs  how to  get  invo lved  i f
there  i s  ever  a  need  and,  a f ter  a  d i saster ,  what  
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help  i s  and  i s  not  needed.  Th is  p lan  may  inc lude
wr i t ing  press  re leases  in  advance ,  for  qu ick
ed i t ing  and  d i sseminat ion  to  loca l  and  reg iona l
media ,  and  secur ing  a  commitment  f rom the
loca l  phone  company  for  a  compl imentary  800
number  and  add i t iona l  l ines  to  be  insta l led  at
the  vo lunteer  recept ion  center .

Engage  the  bus iness  community  –  
The  CA can  engage  loca l  bus inesses  in  p lann ing
to  donate  goods  and  serv ices  to  future  response
and recovery  e f for ts .  A  part i cu lar  focus  of  the  CA
could  be  to  secure  cont ingency  agreements  for
she l ter  for  spontaneous  vo lunteers  in  loca l  or
nearby  hote l s/mote ls ,  school  dormitor ies ,  e tc . ,
and  donated  meals  for  the  recept ion  center
s ta f f .

Developing Mutual Support
Your  Coord inat ing  Agency  wi l l  prov ide  inva luab le
support  to  the  loca l  emergency  management
community .  I t  i s  important  to  remember  that
your  CA  may  operate  wi th  a  budget  cons i s t ing
pr imar i ly  o f  rest r i c ted  funds  –  funds  a l located  or
granted  to  the  organ izat ion  to  be  used  for
spec i f i c  purposes .  The  agency  wi l l  have  a  miss ion
and spec i f i c  goa ls  i t  must  ach ieve  in  order  to
cont inue  rece iv ing  that  fund ing .  Your  emergency
management  department  can  he lp  to  ensure  that
the  CA i s  ab le  to  invest  suf f i c ient  t ime to
prepare  for  i t s  new,  o f f i c ia l  ro le  in  your  CEMP by
ass i s t ing  the  agency  to  secure  add i t iona l  fund ing
for  th i s  purpose .  A  le t ter  o f  support  exp la in ing
the  v i ta l  serv ices  your  CA  prov ides  to  the
community  a f ter  a  d i saster  wi l l  ass i s t  the  agency
to  garner  the  needed f inanc ia l  support  f rom your
county  government ,  community  foundat ion ,
Uni ted  Way  or  other  sources .
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When a  major  d i saster  occurs ,  the  la rge  number
of  spontaneous ,  unaf f i l i a ted  vo lunteers  who
converge  to  ass i s t  w i th  recovery  can  be
overwhelming  to  an  a l ready  s t ressed  community .
Hundreds  or  thousands  of  unaf f i l i a ted  vo lunteers
cannot  be  eas i l y  handled  wi th in  the  normal
of f i ce  set t ing  and  operat ing  procedures  o f  the
Coord inat ing  Agency .

A  Vo lunteer  Recept ion  Center  (VRC)  prov ides  a
p lace  where  la rge  numbers  o f  vo lunteers  can  be
ef f i c ient ly  processed  and  re ferred  to  agenc ies
needing  the i r  serv ices .  The  process  descr ibed
here  prov ides  an  easy  way  to  document
vo lunteers  be ing  reg i s tered,  requests  for
vo lunteers ,  VRC s ta f f  hours  worked,  and
expenses  incurred.

Set  up  to  rece ive  vo lunteers  –
Upon rece iv ing  ins t ruct ions  f rom the  ESF-15  lead
agency ,  the  CA wi l l  prepare  to  process
spontaneous  vo lunteers  in  the  agency ’s  regu lar
of f i ce  or  wi l l  set  up  a  vo lunteer  recept ion  center
at  a  s i te  des ignated  by  the  lead  agency .  The  VRC
F loor  P lan  inc luded  in  th i s  sect ion  can  be
adapted  to  meet  your  needs  and  phys ica l
set t ing .  Idea l ly ,  the  recept ion  center  would  be
set  up  under  the  superv i s ion  of  the  VRC D i rector .
However ,  a f ter  a  d i saster ,  there  i s  no  guarantee
that  the  D i rector  wi l l  be  the  f i r s t  to  ar r ive .  Pa id
sta f f  and  a  few key  vo lunteers  should  be  t ra ined
to  set  up  the  VRC,  in  case  i t  becomes  necessary .

AFTER THE DISASTER
Setting Up and Operating a
Disaster Volunteer Reception
Center

l imi tat ions ;  re ferr ing  each  to  a  request ing
agency  wi th  the  name of  the  superv i sor  to  whom
they  should  report ;  prov id ing  ident i f i cat ion  tags
or  brace lets  wi th  the  date  and  agency  or  ESF  to
which  the  vo lunteer  was  re ferred;  and  prov id ing
a  bas ic  sa fety  br ie f ing .

The  D isaster  Vo lunteer  Reg is t rat ion  and  Referra l
forms  and  the  Request  for  Vo lunteers  form
prov ided  in  the  Appendix ,  were  c reated  for  use
with  a  PC  network  and  a  Microsof t  Access
database ,  but  are  adaptab le  to  other  sys tems  or
to  manua l  use .  The  VRC procedures  exp la ined  in
the  Job  Descr ipt ions  sect ion  were  used  and
modi f ied  dur ing  three  success ive  d i saster
exerc i ses  conducted  by  vo lunteer  centers .

The  D isaster  Vo lunteer  Reg is t rat ion  form i s  more
deta i led  than  many  forms  current ly  in  use  for
two reasons .  F i r s t ,  i t  can  be  used  for  both  pre-
reg i s ter ing  loca l  vo lunteers  wi l l ing  to  he lp  in
d isaster  and  for  reg i s ter ing  spontaneous
vo lunteers  post -event .  Pre- reg i s ter ing  people
interested  in  d i saster  re l ie f  he lps  to  get
prospect ive  d i saster  vo lunteers  a f f i l i a ted  wi th
an  appropr iate  agency  before  an  event  occurs ,
and  a l lows  the  vo lunteer  center  to  recru i t  and
tra in  vo lunteers  to  he lp  operate  a  vo lunteer
recept ion  center .

Second,  i f  the  VRC wi l l  be  us ing  a  database
capable  of  match ing  the  sk i l l s  o f  vo lunteers  to
spec i f i c  requests  f rom the  community ,  g reater
deta i l  fac i l i ta tes  a  bet ter  match  and  prov ides  

T H E  P R O C E D U R E  I S
S T R A I G H T F O R W A R D ,  L O G I C A L
A N D  E A S Y
Begin  the  reg is t rat ion  process  –  
The  CA wi l l  beg in  process ing  and  re ferr ing
vo lunteers  as  soon  as  poss ib le  a f ter  the  ar r iva l
o f  the  f i r s t  vo lunteers  and  the  rece ipt  o f  the
f i r s t  requests  for  vo lunteer  ass i s tance  f rom
response  organ izat ions .  The  process  wi l l  inc lude
reg is ter ing  and  qu ick ly  in terv iewing  vo lunteers
to  determine  the i r  sk i l l s ,  ab i l i t ies  and
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contact  opt ions  to  he lp  locate  the  needed
volunteers  la ter .

Whi le  deta i led  in format ion  on  vo lunteers  i s  very
he lpfu l ,  the  magni tude  of  a  d i saster  might  make
gather ing  a l l  o f  the  in format ion  requested  on
the  form imposs ib le ;  and  the  l imi ted  scope  of
some events ,  in  which  on ly  sandbagg ing  or
c lean-up  are  needed,  might  make  some
informat ion  unnecessary .

The  Re lease  of  L iab i l i ty  S tatement  on  the
Disaster  Vo lunteer  Reg is t rat ion  Form should  be
rev iewed by  your  county  R i sk  Management
Department  and  any  necessary  changes  made
pr ior  to  us ing  the  form.  (Th is  would  a l so  be  a
good t ime to  rev iew the  county ’s  p lan  to
purchase  insurance  to  protect  vo lunteers ,  the
county  and  i t s  res idents  dur ing  the  response  and
recovery  phases . )

The  CA wi l l  not  conduct  background checks  on
vo lunteers  or  ver i fy  the i r  c redent ia l s .
Background checks ,  i f  requ i red ,  and  ver i f i cat ion
of  c redent ia l s  a re  the  respons ib i l i ty  o f  the
rece iv ing  organ izat ion .

Document  a l l  t ra in ing ,  expenses  and  t ime
donated.  A l l  VRC  s ta f f  shou ld  be  made aware  of
the  need  to  mainta in  accurate  documentat ion  of
the i r  act iv i t ies ,  inc lud ing  t ra in ing  prov ided  to
vo lunteers ,  expenses  incurred  through  your
Coord inat ing  Agency ’s  d i saster  re l ie f  e f for ts ,  and
t ime and  sk i l l s  donated  by  unaf f i l i a ted
vo lunteers .

I t  i s  important  for  VRC s ta f f  to  prov ide  sa fety
br ie f ings  and,  when appropr iate ,  spec i f i c  job
tra in ing  to  a l l  vo lunteers  and  to  keep  complete
and accurate  records  o f  a l l  such  t ra in ing .  These
records  wi l l  min imize  the  e f fects  o f  any  poss ib le
lega l  act ion  taken  aga inst  the  county  or  the
coord inat ing  agency ,  shou ld  a  vo lunteer  be
in jured  or  inadvertent ly  cause  damage  to
property  or  to  others .

To  ensure  that  your  Coord inat ing  Agency  i s  not
le f t  w i th  non-re imbursab le  expenses  at  the  end
of  i t s  d i saster  serv ice ,  i t  i s  imperat ive  to
estab l i sh  an  agreement  in  advance  between your
loca l  Department  of  Emergency  Management  and
the  CA.  The  agreement  should  deta i l  what
expenses  wi l l  be  re imbursed  and  what
documentat ion  i s  requ i red  to  ensure  prompt
payment .

The Flow of Volunteers and
Information through the
Volunteer Reception Center

Procedures  for  document ing  the  hours  and  the
type  of  work  done  by  each  vo lunteer  should  be
determined  jo int ly  by  the  ESF-15  lead  agency ,
the  CA,  and  the  county  budget  department ,  to
ensure  the  maintenance  of  a l l  in format ion
requi red  to  support  a  FEMA re imbursement
appl i cat ion .

The  fo l lowing  s tat ion  descr ipt ions  exp la in  the
VRC f loor  p lan  that  fo l lows .  S tat ions  #1-6
labe led  in  bo ld  font  on  the  F loor  P lan  and  the
so l id  ar rows  connect ing  them represent  the
movement  of  vo lunteers  through  the  reg i s t rat ion
and referra l  process .  For  secur i ty ,  sa fety  and
r i sk  management  reasons ,  a l l  vo lunteers  should
complete  the  ent i re  process .

Stat ion  #1  Reg is t rat ion  /  Or ientat ion
At  Stat ion  #1  greeters  g ive  vo lunteers
inst ruct ion  sheets ,  ask  them to  f i l l  out
reg i s t rat ion  forms  and  g ive  them a  br ie f
or ientat ion  to  the  reg i s t rat ion  process .  I f
poss ib le ,  th i s  s tat ion  should  be  located  outs ide
or  in  a  room ad jacent  to  the  main  reg i s t rat ion
area ,  to  min imize  the  commot ion  and  s t ress
ins ide  the  Vo lunteer  Recept ion  Center .

Stat ion  #2  Interv iews
As  interv iewers  are  ava i lab le ,  a  Greeter  ushers
in  new vo lunteers .  At  the  complet ion  of  the
interv iew,  the  vo lunteer  i s  g iven  a  re ferra l  form
te l l ing  h im where  and  to  whom he  should  report
to  vo lunteer .  He  then  proceeds  to  S tat ion  #3 .

Stat ion  #3  Data  Coord inat ion
The  vo lunteer  presents  h i s  re ferra l  form to  the
Data  Coord inator ,  who records  the  re ferra l .  The
Data  Coord inator  communicates ,  as  needed,  wi th
the  request ing  agency  so  that ,  when the  need
has  been  met ,  the  request  can  be  c losed  out .  The
vo lunteer  takes  h i s  re ferra l  form to  Stat ion  #4 .

Stat ion  #4  Volunteer  Ident i f i cat ion
Volunteer  ID  s ta f f  a t tach  a  wr i s tband to  each
vo lunteer ,  conta in ing  the  vo lunteer ’ s  name,  the
agency  or  s i te  to  which  the  vo lunteer  was
referred  and  the  date(s )  on  which  the  vo lunteer
expects  to  work .  The  vo lunteer  proceeds  to
Stat ion  #5 .



U N A F F I L I A T E D  V O L U N T E E R S P A G E  1 3

Stat ion  #5  Safety  Tra in ing
The  Safety  Tra iner  wi l l  document  the  at tendance
of  each  vo lunteer  and  present  a  prepared  sa fety
br ie f ing  appropr iate  to  the  spec i f i c  d i saster
event .  At  the  conc lus ion  of  the  br ie f ing ,  the
tra iner  wi l l  re fer  vo lunteers  to  S tat ion  #6  for
spec i f i c  job  t ra in ing  or  to  the  t ransportat ion
area  for  a  r ide  to  the  job  s i te .

Stat ion  #6  Spec i f i c  Job  Tra in ing
Job  t ra in ing  spec i f i c  to  each  works i te  or  funct ion
can  be  prov ided  before  vo lunteers  depart  for
the i r  work  areas .  I f  poss ib le ,  t ra in ing  should  be
g iven  by  someone wi th  f i r s thand knowledge  of
current  operat ions  at  the  s i te .

Other Support Functions
Other  areas  shown on  the  F loor  P lan  house
necessary  s ta f f  who do  not  dea l  in  person  wi th
spontaneous  vo lunteers :

Phone Bank
The  cr i t i ca l  funct ion  of  the  phone  bank  s ta f f  i s  to
take  ca l l s  f rom ind iv idua ls  and  groups  wish ing  to
vo lunteer  and  f rom organ izat ions  need ing
vo lunteers .  Each  ca l l  i s  recorded  and  posted  on
the  request  board  or  forwarded  to  the  Data
Coord inator .

Data  Entry
Data  entry  s ta f f  enter  the  Requests  for
Vo lunteers  and  the  Vo lunteer  Reg is t rat ion  Forms
into  the  computer .  When the  in f lux  o f  vo lunteers
subs ides ,  s ta f f  can  beg in  enter ing  the  re ferra l s
recorded  on  the  Request  for  Vo lunteers  forms
and c lose  out  the  completed  requests .  As  needed
by  the  interv iewers  and  the  data  coord inat ion
sect ion ,  data  entry  s ta f f  can  pr int  updated  l i s t s
of  the  unf i l led  requests .

Supply  Area
This  area  should  be  located  in  a  room that  can
be  secured  and  should  be  accessed  on ly  by  VRC
staf f .

Publ ic  In format ion
The  Publ i c  In format ion  Of f i cer  i s  the  on ly  s ta f f
member  to  make  s tatements  to  the  media  about
the  center ’ s  operat ion .  A l l  in format ion  should  be
approved  by  the  VRC D i rector  and  coord inated
with  the  loca l  ESF-15  lead  agency  pr ior  to
d isseminat ion .

Runners
Runners  are  not  shown on  the  VRC F loor  P lan  but
are  integra l  to  the  smooth  operat ion  of  the
center .  Any  s tat ion  needing  ass i s tance  ra i ses  a
smal l  f lag  to  summon a  Runner .  Runners  post
new requests  for  vo lunteers  on  the  request
board ,  car ry  in format ion  f rom one  s tat ion  to
another ,  escort  guests ,  and  de l iver  supp l ies  to
the  s tat ions .

Staf f  Break  Area
Though not  shown on  the  VRC F loor  P lan ,  a  break
area  should  be  estab l i shed.  No ise ,  f rust rat ion ,
the  genera l  sense  of  urgency  and  the  intens i ty  a t
which  the  VRC s ta f f  w i l l  be  work ing  wi l l  cause
st ress  to  bu i ld .  Prov id ing  a  qu iet  room with  low
l ight  and  ensur ing  that  s ta f f  take  short  breaks
whenever  poss ib le  wi l l  he lp  everyone  to  operate
ef f i c ient ly  and  min imize  the  s t ress
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VOLUNTEER RECEPTION CENTER FLOOR PLAN
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Mainta in  a  supply  o f  vo lunteer  s ign- in  sheets
at  each  vo lunteer  works i te .  (Use  the  sample
prov ided  in  the  Forms  Appendix  or  deve lop
one  that  meets  your  spec i f i c  needs . )
Conduct  a  sa fety  br ie f ing  as  each  group of
vo lunteers  ar r ives ,  regard ing  the  spec i f i c
hazards  at  the  s i te .  Th i s  s tep  i s  c r i t i ca l  to
prevent ing  in jur ies  and  min imiz ing  the  r i sks
to  the  vo lunteers ,  the  county ,  and  the
property  on  which  the  vo lunteers  wi l l  be
work ing .
Have  a l l  vo lunteers  read  the  s tatement  at  the
top  of  the  s ign- in  sheet  and  s ign  in ,  record ing
the i r  t ime of  ar r iva l  and  departure  each  day .
(Rev iew the  s tatement  wi th  your  R i sk
Management  Department  and  ed i t  as
necessary .  Vo lunteers  reg i s tered  wi th  the
Volunteer  Recept ion  Center  wi l l  a l ready  have
s igned  a  complete  re lease  of  l i ab i l i ty  on  the i r
D isaster  Vo lunteer  Reg is t rat ion  Form,  but
should  s ign  the  s ign- in  sheet  each  day ,  as
wel l . )
At  the  end  of  each  sh i f t ,  turn  in  a l l  vo lunteer
s ign- in  sheets  to  a  des ignated  superv i sor ,
who wi l l  turn  them in  to  the  county  Budget
Department .

Count ies  that  kept  accurate  records  o f  the  hours
and  k inds  of  d i saster  re l ie f  work  done  by
vo lunteers  have  been  ext remely  success fu l  in
count ing  those  contr ibut ions  toward  the i r  match
for  FEMA re imbursement .  Deve lop ing  a  sys tem
for  record ing  and  mainta in ing  the  needed
informat ion  i s  the  c ruc ia l  f i r s t  s tep  to  success .
A l l  county  personnel  who wi l l  be  superv i s ing
vo lunteers  should  be  t ra ined  on  the  importance
of  thoroughly  document ing  the  hours  and  k inds
of  work  done  by  vo lunteers .

Works i te  superv isors  should  be  inst ructed  to :

1.

2 .

3 .

4 .

ASSEMBLING
VOLUNTEER
INFORMATION FOR
COUNTY
REIMBURSEMENT
Documentation for
Reimbursement and Risk
Management

Str i c t  adherence  to  these  procedures  wi l l
min imize  the  e f fects  o f  any  poss ib le  lega l  act ion
taken  aga inst  the  Coord inat ing  Agency  or  the
county ,  shou ld  a  vo lunteer  be  in jured  or
inadvertent ly  cause  damage to  property  or  to
others .

Al l  work  that  i s  e l ig ib le  for  FEMA re imbursement
i f  done  by  county  employees  or  contractors  i s
a l so  e l ig ib le  when done  by  vo lunteers .  Match ing
cred i t  for  vo lunteer  contr ibut ions  toward  both
d i rect  and  ind i rect  costs  wi l l  on ly  be  g iven  by
FEMA,  however ,  i f  the  county  and  i t s  contractors
have  estab l i shed  a  rate  for  each  type  of  work
completed.

The  rate  app l ied  to  each  type  of  vo lunteer  work
should  be  the  rate  at  which  a  county  employee
would  be  pa id ,  inc lud ing  f r inge  benef i t s ,  for  the
same or  s imi lar  work ,  or  the  customary  rate  for
that  work  in  the  loca l  labor  market .

Refer  to  Code  of  Federa l  Regu lat ion  44 ,  Sect ion
13.24  and  Sect ion  206  Subpart  H  for  add i t iona l
in format ion .

Placing a Value on Work Done by
Volunteers



E Q U I P M E N T  L I S T S
A N D  F O R M S

APPENDIX

Equipment  L i s t s  and  Forms  for  Reg is ter ing ,  Referr ing  and
Document ing  the  Work  of  Unaf f i l i a ted  Vo lunteers

The  forms  prov ided  can  be  photocop ied  or  customized
with  permiss ion  f rom Vo lunteer  F lor ida  to  meet  loca l
needs .  Some are  ar ranged  wi th  mul t ip le  cop ies  per  page.
The  D isaster  Vo lunteer  Reg is t rat ion  and  Request  for
Vo lunteers  Forms  were  des igned  for  use  wi th  a  Microsof t
Access  database .
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Disaster Coordinator's "Go Box" Contents

VOLUNTEER RECEPTION CENTER 
SUPPLIES AND EQUIPMENT

The  fo l lowing  l i s t  o f  i tems  should  be  inc luded  in  the  Coord inat ing  Agency ’s  “Go Box .”  The  quant i t ies
l i s ted  here  are  the  min imum requi red  to  set  up  and  operate  the  VRC for  the  f i r s t  day .  Depending  on  the
magni tude  of  the  event ,  the  VRC D i rector  should  ar range  for  the  purchase  of  add i t iona l  supp l ies .  The
equipment  l i s ted  as  opt iona l  has  been  found to  be  ext remely  usefu l .

Office Supplies
Dry  erase  markers  ( set  o f  4 )  

Dry  eraser

Pens  (box  of  12)  

1  H igh l ighter

Penc i l s  (box  of  12  sharpened)  

2  L ined  pads  of  paper

Copy  paper ,  1  ream

Sheets  f rom a  f l ip  chart  pad

x  5  Cards  (pack  of  100)  and  f i le  box  

12  F i le  fo lders  and  labe ls

3  Hang ing  f i le  fo lders  and  labe ls  

Push  p ins  (pack  of  100)

1  C l ipboard  Stap ler ,  s tap les

Mask ing  and  c lear  tape  

Sta f f  name tags

Post - i t s :

3  packs  o f  3”x3”  

1  Post - i t  fax  pad

12  #10  enve lopes

1  Medium s i ze  b inder  c l ip  

Sc i ssors

Penc i l  sharpener

Paper  c l ips  (box  of  100)  

200  Hosp i ta l  ID  brace lets

ID  brace let  too l  and  markers  ( i f  requ i red)

Lists and Maps

Forms

Equipment

Volunteer  Inst ruct ions  –  25  sheets  (4/sheets )

D isaster  Vo lunteer  Reg is t rat ion  –  100  Request

for  Vo lunteers  –  50

Disaster  Vo lunteer  Referra l  –  50  (2  per  page)

Employee  & Vo lunteer  s ign- in/out  –  10  each

Expenses  Incurred  –  10

VRC f loor  p lan

C i ty  and  county  maps  

Emergency  phone  l i s t  

VRC job  descr ipt ions

Battery -operated  rad io  and  bat ter ies  

Bat tery -operated  c lock  (opt iona l )

Cof fee  urn ,  cups ,  cof fee ,  c reamer  & sugar  

Large  i ce  chest

D isposab le  camera

Phone system ( ro l lover  wi th  8 -10  l ines ,  opt )  

5  Free-s tand ing  s ign  posts  (opt )

Pr inted  s igns
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Note: All signs should be large enough to be seen from
across a large room.

SIGNS FOR VOLUNTEER RECEPTION CENTER
Need one  each ,  un less  otherwise  spec i f ied

Signs
Volunteer  Recept ion  Center  (2+  as  needed)

Stat ion  #1  Reg is t rat ion

Enter

Stat ion  #2  Interv iews

Stat ion  #3  Data  Coord inat ion

Stat ion  #4  Vo lunteer  I .D .

Stat ion  #5  Safety  Br ie f ing

Stat ion  #6  Job  Tra in ing

Ex i t

Transportat ion  to  Works i te  (wi th  ar rows)

Staf f  On ly  (2+  as  needed)

Current  Needs

Phone Bank

Offers  o f  Vo lunteer  He lp

Ind iv idua ls

Groups

Other  Resources

Publ i c  In format ion  Of f i cer

Where to Post
On st reet  v i s ib le  f rom e i ther  d i rect ion  

Reg is t rat ion  /  or ientat ion  area

Volunteer  Entrance  to  VRC

Interv iew Area  v i s ib le  f rom Volunteer  Entry

Data  Coord inat ion  v i s ib le  f rom Stat ion  #2

Volunteer  ID  area  v i s ib le  f rom Stat ion  #3

Safety  Tra in ing  v i s ib le  f rom Stat ion  #4

Job  Tra in ing  v i s ib le  f rom Stat ion  #5

Ex i t ,  v i s ib le  f rom Stat ions  #5  and  #6

Near  Ex i t  and  outs ide ,  as  needed 

Sta f f  rest  area ,  supp ly  area ,  e tc

Dry  erase  board  in  Interv iew area

Phone Bank  area

Top le f t  o f  bu l le t in  board  in  Phone  Bank

Beneath  “Of fers  o f  Vo lunteer  He lp”  s ign

Beneath  “Of fers  o f  Vo lunteer  He lp”  s ign

Top r ight  o f  bu l le t in  board  in  Phone  Bank

Publ i c  In format ion  Of f i cer ’ s  tab le
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Clear ly  des ignate  one  entrance  and  one  ex i t
Set  up  the  room for  e f f i c ient  f low of
vo lunteers  and  in format ion
Br ie f  and  ass ign  tasks  to  s ta f f  and  vo lunteers
of  the  center
Moni tor  the  operat ion  and  make  changes
when necessary

ID  badge
Tables  and  cha i rs  (See  sample  room layout
for  deta i l s )
“Go Box”  conta in ing  of f i ce  suppl ies  and  forms
to  s tock  your  VRC for  the  f i r s t  2 -3  days
I tems  on  the  Suppl ies  and  Equ ipment  l i s t

I f  they  are  there  to  vo lunteer ,  thank  them,
g ive  them a  “Vo lunteer  Inst ruct ions”  sheet
and  ask  them to  f i l l  out  a  reg i s t rat ion  form.
When the  form i s  completed,  d i rect  them to
the  next  ava i lab le  interv iewer  at  S tat ion  #2 .
I f  they  are  media  personnel ,  d i rect  them to
the  Pub l i c  In format ion  Of f i cer .
I f  they  are  d i saster  surv ivors ,  re fer  them to
the  appropr iate  organ izat ion .
I f  they  have  food,  c loth ing ,  e tc . ,  to  donate ,
re fer  them to  the  appropr iate  agency .
I f  there  i s  a  long  wai t ,  some vo lunteers  may
not  understand  the  reason  and  may  become
impat ient .  P lease  thank  everyone  for
vo lunteer ing ,  br ie f ly  exp la in  the  process  and
ask  everyone  to  be  pat ient  or  to  come back
later .

VRC Director

Your  job  i s  to  oversee  the  operat ion  of  the
Volunteer  Recept ion  Center .  You  wi l l :

You  should  meet  and  thank  a l l  vo lunteers  who
help  in  the  VRC and  inst ruct  them to  s ign  in  and
out  on  the  Vo lunteer  S ign- in  /  S ign-out  Record
da i ly .

I tems  needed:

Greeters

Idea l ly ,  you  wi l l  be  work ing  wi th  a  partner ,
or ient ing  vo lunteers  ins ide  and  outs ide  the
vo lunteer  entrance .  Your  job  i s  to  greet  people
with  a  f r iend ly  and  f i rm demeanor ,  determine
the  purpose  of  the i r  v i s i t  and  d i rect  them
accord ing ly .

JOB DESCRIPTIONS ID  badge
S ign  (S tat ion  #1  Reg is t rat ion)
Tab le  and  cha i rs  for  vo lunteers  to  use  whi le
f i l l ing  out  forms
Supply  o f  Vo lunteer  Inst ruct ions  handouts
Supply  o f  D isaster  Vo lunteer  Reg is t rat ion
Forms
F lag

I f  they  choose  to  reg i s ter  on  l ine ,  they  wi l l  be
e-mai led  or  ca l led  to  d i scuss  poss ib le
ass ignments  and  g iven  fur ther  ins t ruct ions .  I f
the  ca l ler  represents  a  group  that  wishes  to
vo lunteer  together ,  assure  them that  you  do
need the i r  he lp  and  ask  them to  be  pat ient
whi le  you  determine  where  they  can  be  of
most  he lp .  I t  might  take  one  day  or  severa l  to
match  them with  a  need,  espec ia l l y  i f  they
are  coming  f rom out  o f  town.  Post  the
ca l ler ’ s  inqu i ry  on  the  board  beh ind  the
Phone Bank .

I tems  needed:

Phone Bank  Staf f

You wi l l  be  handl ing  two types  of  ca l l s ,  those
f rom agenc ies  request ing  vo lunteers  and  those
from people  want ing  to  vo lunteer .  The
informat ion  you  record  about  each  ca l l  must  be
complete  and  in  suf f i c ient  deta i l  to  fac i l i ta te
match ing  vo lunteers  to  the  needs .

When you  rece ive  a  ca l l  f rom an  agency ,  f i l l  out
a  Request  for  Vo lunteers  form whi le  you  are
speak ing  wi th  the  agency  ca l ler .  I f  there  i s  a
computer  ava i lab le  for  enter ing  the  needs  into  a
database ,  Data  Entry  s ta f f  shou ld  enter  the  need
as  soon  as  poss ib le .

Next ,  ca l l  a  runner  by  ra i s ing  the  f lag  at  your
stat ion .  Ask  the  runner  to  post  the  vo lunteer
request  on  the  dry  erase  board  in  v iew of  the
Interv iewers  (S tat ion  #2)  and  then  to  g ive  the
Request  for  Vo lunteers  form to  the  Data
Coord inator  (S tat ion  #3) .

When people  ca l l  to  vo lunteer ,  thank  them and
g ive  them the  fo l lowing  reg i s t rat ion  opt ions :

When a  match  (a  miss ion)  i s  found for  that
vo lunteer ,  e -mai l  or  ca l l  them back  and
schedule  a  t ime for  them to  come to  the  VRC
to  s ign  the i r  on- l ine  reg i s t rat ion  form,  p ick
up  the i r  re ferra l  form and  ID  brace let ( s ) ,  and
attend  a  sa fety  br ie f ing .  Make  sure  that  the
vo lunteer ’ s  on- l ine  reg i s t rat ion  form i s
wai t ing  wi th  the  Interv iewers  (S tat ion  #2)  on
the i r  a r r iva l  date .
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I f  they  choose  to  reg i s ter  in  person  at  the
VRC,  they  wi l l  be  g iven  inst ruct ions  when
they  ar r ive .

An  ID  Badge  for  each  s ta f f  member
S ign  (Phone  Bank)
Two tab les  and  four  cha i rs
Phones
Supply  o f  Request  for  Vo lunteers  forms
Pens ,  push  p ins  or  mask ing  tape
F lag

I tems  needed:

Runners

Your  job  i s  to  carry  in format ion  f rom one  s tat ion
to  another  wi th in  the  VRC.  When a  s tat ion  needs
you to  p ick  up  forms,  restock  the i r  supp l ies  or
escort  a  vo lunteer  f rom one  p lace  to  another ,
they  wi l l  s igna l  you  by  ra i s ing  the  f lag  at  the i r
s tat ion .  P lease  watch  carefu l ly  for  th i s  s igna l
and  respond prompt ly ,  in  order  to  keep  the
informat ion  and  vo lunteers  mov ing  smooth ly
through  the  reg i s t rat ion  and  re ferra l  process .
When you  are  asked  to  post  a  Vo lunteer  Request
on  the  board ,  wr i te  neat ly  and  large  enough so
that  the  interv iewers  can  see  the  requests
c lear ly .  A f ter  post ing  the  request  on  the  board ,
g ive  the  Request  form to  Data  Coord inat ion
(Stat ion  #3) .

I tems  needed:
An  ID  Badge
Dry  erase  marker  &  eraser

Data  Entry

Your  job  i s  to  enter  the  in format ion  f rom the
Volunteer  Reg is t rat ion  and  Request  for
Vo lunteers  forms  into  the  database  so  that  the
county  has  an  accurate  record  of  who
part i c ipated  in  the  recovery  e f for t ,  what  k inds  of
work  they  per formed and  when.  The  computer
wi l l  ass ign  a  number  to  each  Reg is t rat ion  and
Request ,  which  must  a l so  be  hand-wr i t ten  on  the
paper  forms.

Af ter  the  in i t ia l  in f lux  o f  vo lunteers  has
subs ided,  you  may  have  t ime to  beg in  enter ing
the  re ferra l s  recorded  on  the  Request  forms  and
c lose  out  the  completed  Requests .  As  needed by
VRC s ta f f ,  pr int  updated  l i s t s  o f  the  unf i l led
Requests  and  ask  a  Runner  to  d i s t r ibute  cop ies
to  Phone  Bank  s ta f f ,  Data  Coord inat ion ,
Interv iewers  and,  i f  requested,  the  VRC D i rector .
Even  i f  you  are  fami l ia r  wi th  the  sof tware  be ing
used  by  the  VRC,  p lease  ask  for  a  br ie f  

An  ID  Badge
One tab le  and  two cha i rs
Pr inter
Pens
F lag
One or  more  computers  (mul t ip le  computers
should  be  networked  to  prov ide  a l l  users
access  to  in format ion  on  the  s tatus  o f
vo lunteer  requests  and  the  ava i lab i l i ty  o f
vo lunteers . )

or ientat ion  before  beg inn ing  your  f i r s t  sh i f t .
Accuracy  i s  more  important  than  speed.

The  in format ion  you  enter  wi l l  be  used  to
determine  the  amount  of  money  the  county  wi l l
rece ive  f rom the  Federa l  Government  as  a  resu l t
of  the  d i saster .

I f  you  have  d i f f i cu l ty  us ing  the  computer ,  p lease
ask  for  he lp  immediate ly .  Do  not  at tempt  to  f i x
the  prob lem yourse l f .

I tems  needed:

Interv iewers

Your  job  i s  to  do  a  qu ick  interv iew of  the
prospect ive  vo lunteer  and  re fer  h im to  a  job  at
an  agency  appropr iate  to  h i s  ab i l i t ies  and
interests .  Vo lunteer  requests  wi l l  be  posted  on  a
board  in  f ront  o f  you  (beh ind  the  vo lunteers
be ing  interv iewed)  and  erased  as  they  are  f i l led .
I f  the  center  has  a  computer  sys tem,  you  might
a l so  rece ive  a  pr inted  l i s t  o f  the  current  needs .

Ask  for  the  vo lunteer ’ s  reg i s t rat ion  form.  With
the  vo lunteer ,  ver i fy  i t s  completeness  and
accuracy ,  and  use  i t  as  a  gu ide  f rom which  to
inqu i re  more  about  the  vo lunteer ’ s  sk i l l s .  At  the
conc lus ion  of  the  interv iew,  keep  h i s  reg i s t rat ion
form.  When the  vo lunteer  accepts  an
ass ignment ,  f i l l  out  a  Referra l  form,  g ive  i t  to
the  vo lunteer  and  inst ruct  h im to  report  to  Data
Coord inat ion  (S tat ion  #3) .

Before  s igna l ing  the  Greeter  that  you  are  ready
for  another  interv iew,  take  a  minute  to  jot  down
in  the  “Notes”  sect ion  anyth ing  about  the
vo lunteer  you  fee l  i s  important ,  that  the
vo lunteer  d id  not  inc lude  on  h i s  reg i s t rat ion
form (a  spec ia l  sk i l l ,  an  obv ious  phys ica l
l imi tat ion ,  e tc . )  I f  your  center  dec ides  to  use  the
b l ind  f ie ld  labe led  “Of f i ce  Use  Only ,”  check  the
appropr iate  box .  P lace  h i s  reg i s t rat ion  form in
the  b in  or  f i le .
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Disaster  reg i s t rat ion  d i f fers  f rom a  “normal”
vo lunteer  intake  –  there  i s  less  t ime to  t ry  to
f i t  each  vo lunteer  into  an  idea l  ass ignment .
Refer  the  vo lunteer  on  the  spot  i f  poss ib le  –
i t  may  be  imposs ib le  to  contact  h im la ter .  I f
the  vo lunteer  has  spec ia l  t ra in ing  or  unusua l
sk i l l s  that  you  th ink  might  be  needed soon,
ask  h im to  wa i t  in  the  s i t t ing  area  and  to
check  the  vo lunteer  request  board  for  new
requests  for  the i r  spec ia l i zed  sk i l l s .
I t  i s  l i ke ly  that  some vo lunteers  wi l l  exh ib i t
the  s t ress  o f  the  d i saster  –  an  ext ra  measure
of  pat ience  and  understand ing  i s  needed.
Be  sure  to  watch  for  vo lunteers  who would  be
ef fect ive  work ing  in  the  Vo lunteer  Recept ion
Center .
You  may  be  ca l led  upon to  t ra in  vo lunteers  to
ass i s t  w i th  the  interv iewing .

An  ID  Badge  for  each  interv iewer
S ign  (S tat ion  #2  Interv iews)
Two tab les  and  e ight  cha i rs  that  wi l l  a l low
four  interv iewers  to  s i t  across  f rom the  four
new vo lunteers  they  are  interv iewing
Supply  o f  Referra l  forms
Bin  or  f i le  in  which  to  keep  the  Vo lunteer
Reg is t rat ion  Forms
Pens
F lag

Appropr iate  use  o f  the“Of f i ce  Use  Only”  f ie ld
shou ld  be  determined  by  the  VRC D i rector ,
poss ib ly  wi th  input  f rom the  loca l  ESF-15  lead
agency .  I t  i s  in tended  to  prov ide  a  customizab le
“b l ind”  f ie ld  in  which  spec ia l  in format ion  can  be
noted  about  vo lunteers .  I f ,  for  future  re fer ra l  o f
that  vo lunteer ,  i t  would  be  he lp fu l  to  know h is
genera l  leve l  o f  ab i l i ty  to  work  independent ly ,
boxes  1 -5  cou ld  be  coded:  1 .  Learns  qu ick ly ,  ab le
to  superv i se  the  act iv i t ies  o f  others ;  2 .  Would
work  we l l  independent ly…5.  Needs  c lose
superv i s ion .  A  drawback  to  th i s  k ind  of  f ie ld  i s
that  in terv iewers  may  not  be  ab le  to  judge  the
appropr iate  entry  f rom on ly  a  short  in terv iew.
The  advantage  i s  that  a  vo lunteer  wi th  an
obv ious  spec ia l  ab i l i ty  or  l imi tat ion  can  be
ut i l i zed  to  h i s  fu l l  potent ia l  or  p laced  in  a
re lat ive ly  low-r i sk ,  c lose ly  superv i sed
env i ronment .

Key  po ints  to  remember  are :

I tems  needed:

Data  Coord inator

Your  job  i s  to  match  the  Referra l  forms  to  the
Requests  and  to  c lose  out  the  Requests  when 

An  ID  Badge  for  each  s ta f f  member
S ign  (S tat ion  #3  Data  Coord inat ion)
Two tab les  and  four  cha i rs
Two b ins  –  one  for  open  Requests  and  one  for
c losed  out  Requests
Phone
Pens
Computer ,  i f  ava i lab le ,  networked  to  the
computers  a t  the  Phone  Bank  s tat ion
F lag

they  have  been  f i l led  or  are  no  longer  needed.
You  may  have  to  ca l l  an  agency  contact  to  c lar i fy
the  agency ’s  Request .  When you  speak  wi th  an
agency  contact ,  record  the  in format ion  on  the
Request  form in  the  sect ion  ca l led  “Fo l low-up
Contacts  wi th  Request ing  Agency .”

I f  a  vo lunteer  who has  been  interv iewed but  not
referred  approaches  your  s tat ion ,  thank  them for
coming  and  ask  them to  p lease  wai t  in  the  s i t t ing
area  in  the  center  o f  the  room.

When a  vo lunteer  br ings  you  h i s  Referra l ,  enter
h is  name and  the  date  of  the  re ferra l  on  the
Request  form to  which  he  was  re ferred .  P lace
your  in i t ia l s  on  h i s  Referra l  form.  I f  you  have
t ime,  ca l l  the  agency  contact  to  le t  h im know
who or  how many  vo lunteers  have  been  re ferred .
Conf i rm wi th  the  agency  contact  whether  you
should  cont inue  re ferr ing  vo lunteers  or  c lose  out
the  request .  When the  request  has  been  f i l led ,
ra i se  your  f lag  to  ca l l  a  runner  and  ask  h im to
remove  that  request  f rom the  
board .

I f  your  s tat ion  has  a  computer ,  enter  the  date
and reason  the  request  was  c losed  (completed,
no  longer  needed,  etc . )  a t  the  bottom of  the
Request  form.  P lace  open Requests  in  one  b in
and c losed  Requests  in  the  other ,  in  e i ther
numer ica l  order  or  a lphabet ica l l y  by  agency .

I tems  needed:

Volunteer  ID  Staf f

Ask  i f  the  vo lunteers  have  been  re ferred  to  a
vo lunteer  pos i t ion  yet .  I f  they  have  not  been
referred ,  thank  them for  coming  and  ask  them to
p lease  wai t  in  the  s i t t ing  area  in  the  center  o f
the  room.

I f  they  have  been  re ferred ,  c lear ly  wr i te  the
name of  the  vo lunteer ,  the  dates  to  be  worked
and the  name of  the  agency  or  ESF  to  which  the
vo lunteer  was  re ferred ,  as  shown on  the i r
Referra l  s l ip ,  on  the  whi te  port ion  of  an  ID  
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An ID  Badge
Two tab les  and  four  cha i rs
S ign  (S tat ion  #4  Vo lunteer  I .D .  Tags )
Supply  o f  vo lunteer  ID  wr i s tbands
Markers
Sc i ssors
F lag

wr is tband.  P lace  the  ID  wr i s tband secure ly  on
the  vo lunteer ’ s  wr i s t .

Exp la in  to  the  vo lunteers  that  the  ID  wi l l  be
“good”  on ly  for  the  date(s )  wr i t ten  on  the  band.
Author i t ies  wi l l  not  permit  them to  enter  any  of
the  d i saster  recovery  areas  on  any  other  day ,
wi thout  a  current  ID  wr i s tband.  I f  vo lunteers
p lan  to  work  more  than  one  day ,  you  may  wr i te
the  beg inn ing  and  end ing  dates  o f  the i r  serv ice .
Thank  them for  coming  and  d i rect  them to
Stat ion  #5  Safety  Tra in ing .  

I tems  needed:

Safety  Tra iners

Your  job  i s  to  br ie f  a l l  new vo lunteers  on  what  to
expect  a t  the i r  job  s i tes ,  how to  be  sa fe  whi le
vo lunteer ing  and  how to  take  good care  of
themselves  a f ter  the i r  exper ience .  When a  smal l
group  has  gathered,  thank  the  vo lunteers  for
of fer ing  to  he lp .  Pass  around a  c l ipboard  wi th  an
attendance  sheet  and  check  to  be  sure  that  a l l
par t i c ipants  have  s igned  i t .

Read  the  ent i re  Safety  Tra in ing  sheet  s lowly ,
emphas iz ing  the  importance  of  fo l lowing
superv i sors ’  ins t ruct ions  at  the  work  s i te .
Encourage  everyone  to  at tend  a  debr ie f ing ,  i f
ava i lab le ,  a t  the  end  of  the i r  sh i f t .  Ask  i f  there
are  any  quest ions .  I f  a  quest ion  ar i ses  to  which
you do  not  know the  answer ,  ra i se  your  f lag  and
ask  a  runner  to  summon the  VRC D i rector  or
other  VRC s ta f f  to  answer  the  quest ion .

Some vo lunteers  wi l l  be  requ i red  to  take
addi t iona l  t ra in ing  for  the i r  par t i cu lar  work .
D i rect  those  vo lunteers  to  where  that  t ra in ing  i s
prov ided.  When your  br ie f ing  i s  conc luded,
exp la in  where  the  vo lunteers  should  meet  the
transportat ion  to  the i r  works i tes ,  i f
t ransportat ion  i s  prov ided.

F i le  the  at tendance  sheet  for  each  c lass  in  a
fo lder  and  turn  them in  to  the  VRC Di rector
da i ly .  

An ID  Badge
S ign  (S tat ion  #5  Safety  Tra in ing)
C l ipboard  wi th  at tendance  sheets
Pen
A supply  o f  Safety  Tra in ing  handouts
Stap ler
10  or  more  cha i rs ,  preferab ly  in  a  semi -c i rc le
so  part i c ipants  can  a l l  see  one  another
L i s t  o f  add i t iona l  t ra in ing  requ i red  by  spec i f i c
works i tes ,  t ra in ing  locat ions  and  inst ructors
F lag

I f  the  content  o f  your  sa fety  br ie f ing  changes
(new mater ia l  i s  added or  sa fety  ins t ruct ions
change) ,  s tap le  a  copy  of  the  new safety  t ra in ing
scr ipt  to  the  at tendance  sheet  o f  the  f i r s t  c lass
in  which  the  new scr ipt  was  used.  Maintenance
of  these  records  i s  important  to  he lp  protect  the
Coord inat ing  Agency  and  loca l  d i saster  o f f i c ia l s
f rom l iab i l i ty ,  shou ld  a  vo lunteer  be  in jured  on
the  job .

I tems  needed:
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Safety Training for Volunteers
(Presenter: Edit this training for the specific incident)

1. If you will be working outside, dress for the weather.  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 provid-     ing
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 wheel-
chair 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 liabili-
ty 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.

© 2000 Volunteer Florida
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Name                                         Date                                      Name                                       Date

Request #____________  Today’s Date: _____________   Start Date: _____________   End Date:
Title of Volunteer Position:  ____________________________________________________________
Agency Name:  ___________________________________  Agency Contact:                ________       
Agency Address:  _______________________________________ Phone:_____________  Ext: _________
Duties:  __________________________________________________________________________________
_________________________________________________________________________________________
Volunteers must be physically able to:  _______________________________________________________
Number Needed:  ________________  Days/Hrs Needed:  _____________________________________
For this position, volunteers must be at least  ______________________________ years of age.

Request for Volunteers
(Complete one form for each job description.)

Job Skill# Description                                    Job Skill#                                        Description

Follow-up Contacts with Requesting Agency / Clarification of Need

Volunteers referred

Request closed on ___ /___ /___           Completed ____ No placements possible ____   No longer needed ____

Date                   Comments

Skills Needed (if computerized, select from skills listed on Disaster Volunteer Registration Form)

Name Date Name Date

© 2000 Volunteer Florida

               



Volunteer Instructions
1. Reception Area: Please fill out a registration form and pro-

ceed 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 day(s) written on
ID.  Proceed to Safety Briefing area (Station #5).

5. Safety Briefing Area: You will be given special instructions
about safety, security & transportation.You may be directed to
Station #6 for additional job training.

6. Specific Job Training: Some jobs will require extra orientation
or training that will be provided by the agency to which you are
referred.

Thank you for Volunteering!
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2. Interview Area: Interviewer will take your form, talk with you
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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 day(s) written on
ID.  Proceed to Safety Briefing area (Station #5).

5. Safety Briefing Area: You will be given special instructions
about safety, security & transportation.You may be directed to
Station #6 for additional job training.

6. Specific Job Training: Some jobs will require extra orientation
or training that will be provided by the agency to which you are
referred.

Thank you for Volunteering!

Volunteer Instructions
1. Reception Area: Please fill out a registration form and pro-

ceed 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 day(s) written on
ID.  Proceed to Safety Briefing area (Station #5).

5. Safety Briefing Area: You will be given special instructions
about safety, security & transportation.You may be directed to
Station #6 for additional job training.

6. Specific Job Training: Some jobs will require extra orientation
or training that will be provided by the agency to which you are
referred.

Thank you for Volunteering!

Volunteer Instructions
1. Reception Area: Please fill out a registration form and pro-

ceed 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 day(s) written on
ID.  Proceed to Safety Briefing area (Station #5).

5. Safety Briefing Area: You will be given special instructions
about safety, security & transportation.You may be directed to
Station #6 for additional job training.

6. Specific Job Training: Some jobs will require extra orientation
or training that will be provided by the agency to which you are
referred.

Thank you for Volunteering!
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Office Use Only

1  2  3  4  5

Disaster Volunteer Registration Form
(Please print clearly. submit at Volunteer Reception Center or fax to ___________________.)

MEDICAL

____ 110 Doctor   Specialty:
__________________

____ 120 Nurse    Specialty:
__________________

____ 130 Emerg. medical cert.
____ 140 Mental health counseling
____ 150 Veterinarian
____ 160 Veterinary technician

COMMUNICATIONS.

____ 210 CB or ham operator
____ 220 Hotline Operator
____ 230 Own a cell phone

#___________________
____ 240 Own a skyphone

#___________________
____ 250 Public relations
____ 260 Web page design
____ 270 Public Speaker

Language other than English:
____ 261 French
____ 262 German
____ 263 Italian
____ 264 Spanish
____ 265 Ukrainian
____ 266 ___________________
____ 267 ___________________
____ 268 ___________________
____ 269 ___________________

OFFICE SUPPORT

____ 310 Clerical - filing, copying
____ 320 Data entry Software:

_______________________
____ 330 Phone receptionist

SERVICE

____ 410 Food
____ 415 Elderly/disabled asst.
____ 420 Child care
____ 425 Spiritual counseling
____ 430 Social work
____ 435 Search and rescue
____ 440 Auto repair/towing
____ 445 Traffic control
____ 450 Crime watch
____ 455 Animal rescue
____ 460 Animal care
____ 465 Runner

STRUCTURAL

____ 510 Damage assessment
____ 520 Metal construction
____ 530 Wood construction
____ 540 Block construction

Cert.#_______________
____ 550 Plumbing

Cert.#_______________
____ 560 Electrical

Cert.#_______________
____ 570 Roofing

Cert.#_______________

TRANSPORTATION

____ 610 Car
____ 615 Station wagon/mini van
____ 620 Maxi-van, capacity_____
____ 625 ATV
____ 630 Own off-road veh/4wd
____ 635 Own truck, description:

______________________
____ 640 Own boat, capacity ____

Type:__________________
____ 650 Commercial driver

Class & license #:________

____ 660 Camper/RV, capacity
& type: _______________
_______________________

LABOR

____ 710 Loading/shipping
____ 720 Sorting/packing
____ 730 Clean-up
____ 740 Operate equipment

Types: _________________
_______________________
_______________________

_____ 750 Experience supervising others

EQUIPMENT

____ 810 Backhoe
____ 820 Chainsaw
____ 830 Generator
____ 840 Other: 

SKILLS:  Please check all that apply.

Mr. ____Mrs.____ Ms.____ Name______________________________ Birth Date_____________  Day Phone
EmailAddress______________________________________________________________________  Eve Phone_______________
Home Address__________________________________________________City______________ State_____ Zip_____________ 
Emergency Contact________________________________Relationship_________________ Emergency Phone ______________
Occupation____________________________________Employer 
Business Address_________________________________________ City_____________________ State_____ Zip
Are you a year-round Florida resident? _____ Yes _____No     Months you are available_____________________________
If you have any health limitations, please explain _______________________________________________________________ 
I am willing to volunteer in:  ____ this county  ____ a neighboring county  ____anywhere in Fla  ____anywhere in the U.S.

Are you currently affiliated with a disaster relief agency?  ____ Yes ____No 
If yes, name of agency: ______________________________________________________________________________________
Special skills and/or vocational/disaster training: _______________________________________________________________
___________________________________________________________________________________________________________

© 2000 Volunteer Florida



I, for myself and my heirs, executors, administrators and assigns, hereby release, indemnify, and hold harmless the Coordinating
Agency, local governments, State of Florida, the organizers, sponsors and supervisors of all disaster preparedness, response and
recovery activities (check with local Risk Management and Emergency Management Departments regarding who should be
included) from all liability for any and all risk of damage or bodily injury or death that may occur to me (including any injury
caused by negligence), in connection with any volunteer disaster effort in which I participate.  I likewise hold harmless from lia-
bility any person transporting me to or from any disaster relief activity.  In addition, disaster relief officials have permission to
utilize any photographs or videos taken of me for publicity or training purposes.  I will abide by all safety instructions and infor-
mation provided to me during disaster relief efforts.

Further, I expressly agree that this release, waiver, and indemnity agreement is intended to be as broad and inclusive as permit-
ted by the State of Florida, and that if any portion thereof is held invalid, it is agreed that the balance shall, notwithstanding,
continue in full legal force and effect.

I have no known physical or mental condition that would impair my capability to participate fully, as intended or expected of me.

I have carefully read the foregoing release and indemnification and understand the contents thereof and sign this release as my
own free act.

Signature______________________________________Date__________________

Guardian, if under 18___________________________Date__________________

Volunteer’s credentials were recorded as presented.  Verification of credentials is the responsibility of the receiving agency or ESF.

This volunteer was referred to the following ESFs or agencies:

 Date      Need#        ESF or Agency                                     Contact Name                        Contact’s Phone#                   
____________________________________________________________________________________________________
____________________________________________________________________________________________________
____________________________________________________________________________________________________
____________________________________________________________________________________________________
____________________________________________________________________________________________________

Return this completed form to: (Coordinating Agency name and address)

Notes:
____________________________________________________________________________________________________
____________________________________________________________________________________________________
____________________________________________________________________________________________________
____________________________________________________________________________________________________

Disaster Volunteer Registration Form (side 2)

Release of Liability
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Disaster Volunteer 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 ________________________________________________________________

___________________________________________________________________________________________________

Days & hours needed by agency_______________________________________________________________________

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

Disaster Volunteer 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 _____________________________________________________________

________________________________________________________________________________________________

Days & hours needed by agency____________________________________________________________________

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

VRC Staff Initials:
Interview      Data Coord. Safety Brief

VRC Staff Initials:
Interview      Data Coord. Safety Brief

© 2000 Volunteer Florida
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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 (For example, cleanup, repair, sorting)

Work Site Sign-In/Sign-Out Record
_______________________________________County

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

© 2000 Volunteer Florida



Notes

©2000 Volunteer Florida, All rights reserved.
Under copyright laws, this manual may not be copied, in whole or in
part, without the written consent of Volunteer Florida.

U N A F F I L I A T E D  V O L U N T E E R S



Volunteer
Florida

1545 Raymond Diehl Road
Suite 250
Tallahassee, FL 32308

T: 850-414-7400
F: 850-254-0835

E: info@volunteerflorida.org
W: volunteerflorida.org


	**Unafiliated Volunteers Canva- use
	**UnaffiliatedVolunteers 2nd group - use
	**Unafiliated Volunteers Canva- use

