Emergency Support Function #17 – Donations and Volunteer Management  
Introduction

Purpose:

ESF # 17 – Donations and Volunteer Management describes the coordinating process used to ensure the most efficient and effective utilization of unaffiliated volunteers and unsolicited donated goods during a disaster or emergency situation.

Scope:

Donations and volunteer services in this section refer to unsolicited goods and unaffiliated volunteer services.
Examples of Primary Agency: 

Institutions Emergency Management Personnel 

Examples of Secondary/Support Agencies 

American Red Cross (ARC)

Salvation Army

Department of Health

Department of Social Services

Virginia Voluntary Organizations Active in Disasters (VVOAD)

Institution Residential Life Department 

Institution Student Services Officials 

Institution Facilities Officials 

Campus Police/Security 
Unaffected campus groups/organizations

Policies:

Campus officials, in conjunction and coordination with VVOAD, have the primary responsibility for the management, organization, and distribution of unsolicited donated goods and unaffiliated volunteer services.

The donation management process must be organized and coordinated in such a way to ensure that the affected institution is able to take full advantage of the appropriate types and amounts of the donated materials in a manner that precludes interference with or hampering of other emergency operations.

The Coordinating officials will also:

· Coordinate with other agencies to ensure goods and resources are used effectively;

· Looks principally to those organizations with established volunteer and donation management structures;

· Encourages cash donations, as the best assistance for helping affected population
· Encourages the use of existing nongovernmental organizational volunteer and donations resources before seeking governmental assistance.

Concept of Operations

General:

Volunteer and Donations Management operations may include, but not limited to the following:
· Volunteer and/or Donations Coordinator 

· Phone Bank/Contact Center

· Effective liaison with other emergency support functions, local, state, and federal officials. 
· Check for existing MOA and/or MOU

· Facility Management

· Organization and Distribution of goods, services, and resources

· Pre-selecting and identifying locations for storage and distribution

· Perform Record Keeping, to include monetary financial tracking and procurement, if need be
Donated Goods Management Function:

· Officials, in conjunction with VVOAD, are responsible for developing donation management plans and managing the flow of donated goods during the emergency time-frame.
· Communicate what is needed in the disaster area – cash, goods, and/or services

· Know how to transport donations to drop-off site, to storage, to distribution area

Volunteer Management Function:

· Management of unaffiliated volunteers requires a cooperative effort between institution officials, local, and voluntary, community, and campus based organizations
· Campus officials, in conjunction with VVOAD, are responsible for developing plans that address the management, organization, and staffing of unaffiliated volunteers during the emergency.

· Organize and maintain a database to track volunteer’s names, address, contact information, hours worked, and specialty  

· Ensure that agencies and organizations  accept and manage their own staff/volunteers

· Provide equal access for volunteers to affect community and other agencies

· Identify individuals with specific talents, skills, or training  such as doctors, nurses, communication specialist, and utilize them accordingly 

Organization:

Officials will identify several sites and facilities that will be used to receive, process, and distribute unsolicited donated goods. Necessary staff, equipment, communications, resources, and security will be provided by the institution and by other volunteer organizations as needed.

Officials will coordinate the disaster relief (and develop either an MOU and/or MOA with neighboring universities and colleges) actions of quasi-public and volunteer relief organizations. This is necessary to insure maximum effectiveness of relief operations and to avoid duplication of effort and services. Residential Life officials in conjunction with the American Red Cross should coordinate operations for providing food, clothing, and shelter to the affect victims. 
Standard operating procedures will be developed to address the screening, processing, training, and assignments of volunteers who arrive following the disaster or emergency. The service to which personnel are assigned will determine the necessary training. Individuals already possessing a specialized skill or trait should be assigned duties that allow for the maximum benefit of their skills and/or traits. Each individual volunteer will be registered, and a log will be maintained of hours worked. Accurate record keeping is an essential function that must be completed on an hourly or daily basis, depending on degree of involvement. 
Responsibilities
· Identify potential sites and facilities such as dorms, gymnasiums, student unions, etc. to manage donated goods and services being channeled into the disaster area;

· Identify the necessary support requirements to ensure the prompt establishment and operations of facilities and sites;

· Assign the tasks of coordinating auxiliary manpower and material resources;

· Develop procedures for recruiting, registering and utilizing manpower and materials;

· Develop a critical resource list and procedures for acquisition in time of crisis;

· Identify a list of special materials needed, such as medical supplies for special needs population, formula for infants, insulin, and so forth;

· Develop procedures for the management, organization, storage, and distribution of donated goods and items;

· Assist with emergency operations, if requested;

· Assign volunteers to tasks that best utilize their skills and experience;

· Develop and maintain a data-base to track individual volunteers and financial contributions, as well as developing and maintaining a database of received goods;

· Develop and staff a “Donations Hot-Line” for individuals with questions concerning donations and volunteering, and;

· Compile and submit records for all disaster-related events.

Tab 1: Volunteer and Donations Management Annex

Sample Volunteer Registration Form

	Name:
	

	Address:
	

	Contact Number(s):
	

	Email:
	

	Organization, if applicable:
	

	Skills or Specialized service: 
	

	Estimated length of service:
	

	Special equipment needed to perform service:
	

	Languages Known:

   Verbal      Y/N

   Written     Y/N 

   Read        Y/N
	

	Emergency Contact  
Name/Number:

	

	Assigned Location:
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