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1000 Purpose and Introduction  
 

Maintenance of this plan is the responsibility of the Chief, Emergency Management and Force Readiness at Coast 
Guard Sector Virginia. The original document will reside in that office. Suggestions and comments about the plan 
are welcome at any time. Minor changes may be made periodically, and an update and review will be conducted at 
least once per year. The most current version of the plan will be posted on the Sector Virginia Homeport Website. 
Anytime a change is posted, those persons on the distribution list will be notified. For substantive changes, CDs 
and/or paper copies of the new version may be distributed. 

 

 

Until recently, oil spill volunteers have not been utilized outside the care and processing of oiled wildlife, due to 
the health and safety hazards often present during an oil spill incident. This Volunteer Management Plan (VMP) 
has been developed for guidance to the Unified Command (UC) to consider the integration of volunteers into oil 
spill response for missions other than oiled wildlife. This volunteer guidance can also be used for responses other 
than oil spills. 

 

Volunteers usually fall into two categories: 
 

• Affiliated volunteers: Individuals associated with an existing volunteer organization prior to an incident. 
They may have received sufficient training to allow them to function as part of that organization, 
although may not be trained for the specific type of response (i.e. oil spills, hazardous material releases, 
natural disaster, etc.). Local affiliated volunteers may be affiliated with either an Affiliated Volunteer 
Organization (AVO) or a Community Based Organization (CBO). 

 

• Unaffiliated, convergent, or spontaneous volunteers: Individuals, who spontaneously appear and would 
like to participate in the response effort, but have little or no training and are not part of an existing 
response organization. 

 

A limited number of unaffiliated volunteers can be used in the care and processing of oiled wildlife rehabilitation. 
The Virginia Department of Game and Inland Fisheries collaborates with Tri-State Bird, Virginia Aquarium 
Stranding Response, Virginia Beach Society for the Prevention of Cruelty to Animals (SPCA) Wildlife 
Rehabilitation, and Wildlife Response Inc., and other participating wildlife organizations for oiled wildlife 
response. This function is in the Wildlife Branch reporting to the Operations Section Chief within the Incident 
Command System (ICS) organization. See Appendix B, for AVO Contact Information. 

 

This plan is designed to assist the UC with guidelines to safely integrate volunteers into a response. It is not the 
intent of the VMP that volunteers replace government employees and or commercial responders. Instead the 
VMP serves as a tool to provide concerned citizens an opportunity to safely participate in the response. 

 
In general, volunteers do not participate in oil spill responses. During an initial response when there has been no 
volunteer interest expressed, the ICS organization may not contain any positions specifically dedicated to 
volunteer management. As the UC becomes aware of individuals or organizations interested in providing 
volunteer services, the UC should address the issue and may make assignments for volunteer coordination within 
the ICS organization. This Volunteer Management Plan establishes volunteer management positions within the 
ICS organization that provide opportunities for concerned citizens while limiting the potential to hinder the UC 
and oil spill operations. 
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2000: General Unified Command Considerations For Use of 
Volunteers 

Volunteer coordination in an incident offers complications not normally encountered in response. The UC 
should consider the following issues when deciding whether or not to utilize volunteers. 

 

• The Planning, Operations, and Logistics Sections will need to incorporate volunteer efforts into many 
aspects of their duties. This paradigm shift will require time and effort during an Incident Command 
Post’s (ICP) daily routine. 

• The timing of the Incident Action Planning (IAP) process could be more immediate than the lead time 
volunteer training and deployment might require. The cycles could be mismatched and difficult to 
manage. 

• Unaffiliated volunteers are ‘just in time’ trained. This creates a higher risk of injury and liability than 
other responders who are trained and exercised on a regular basis. 

• More risk and cost may occur in order to train volunteers at a minimum level, which could 
achieve a lower performance result at a higher threat to safety. 

• Coordinating with local governments can be difficult to standardize. County, city, and town agencies, as 
well as local volunteer organizations, often have specialized operations and might not understand how to 
work within all response environments. 

• Using volunteers at the ICP may create an information security risk. 

• UC should be aware of any litigious issues between agencies and subsequent access to sensitive 
information. 

• The responsibility of volunteer liability will need to be determined. The Responsible Party (RP) would 
most likely have unaffiliated volunteers sign a volunteer liability waiver prior to providing any 
assistance. Affiliated organizations typically have liability waivers for their own volunteers. 

 

2100 Specific Volunteer Considerations for Oil Spill Response 
Missions 

 
Unaffiliated volunteers do not usually participate in physical removal or remedial activities during oil spill 

response and will not automatically be used for missions such as shoreline cleanup. It should be noted, at the 

outset and depending on the nature of the incident, volunteers may or may not be used to respond to an incident. 

The benefit of volunteer efforts must be weighed against concerns for volunteer safety. Based on the conditions 

specific to a particular incident, the UC will determine the suitability of integrating volunteers for oil spill 

response missions. 

In reviewing the potential for use of volunteers in oil spill response missions, the UC will consider the 

following factors: 

• Primary safety hazards (e.g. size, type and toxicity of discharged oil) 

• Secondary safety hazards (e.g. rogue waves, tides, visibility, slips/trips/falls) 

• Occupational Safety and Health Administration (OSHA) guidance 

• U.S. Coast Guard Safety Manual 

• Incident Site Safety and Health Plan (SSHP) 

• Possible cleanup locations 

• Logistics and administrative support requirements (e.g. training, personal protection equipment, multi-
jurisdictional coordination, public information) 
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• State/Local government desire/ability to setup and manage Volunteer Reception Centers (VRC) and 
maintain a centralized Volunteer and Donations Management System (to manage offers of donated 
goods, monies, and volunteer services) 

• Weather/tidal conditions 

• How volunteers may effectively be used in shoreline cleanup 

 

3000 CONCEPT OF OPERATIONS FOR VOLUNTEERS 
 

The Liaison Officer (LNO) will generally be the first to receive external reports of volunteer interest due to the 
outreach responsibilities of that position. If volunteer interest exists, the LNO should determine the level of 
volunteer interest and pass that information on to the UC. If the UC decides to use volunteers, then the LNO will 
recommend the establishment of the Volunteer Coordinator, Unit Leader, or Officer based on the level of 
volunteer interest outlined below: 

 

• LOW VOLUNTEER INTEREST: Establish a Volunteer Coordinator (VC) as a part of the 
Command Staff who will coordinate with local, regional, and state volunteer liaisons. 

 

• MODERATE TO HEAVY VOLUNTEER INTEREST: A Volunteer Unit Leader (VUL) will be 
assigned and will report to the Planning Section Chief (PSC). The VUL will manage and 
coordinate the use of volunteers through collaboration with volunteer organizations. 

 

• HEAVY VOLUNTEER INTEREST: The Command Staff shall be expanded to include a Volunteer 
Officer (VO) to coordinate with the LNO, and the Planning and Operations Sections. The VO shall 
closely coordinate volunteer needs and requirements with the PSC. 

 
Once incorporated into the ICS organization, the Volunteer Coordinator, Unit Leader, or Officer will coordinate 
the review of Appendix C with the UC, General Staff, and appropriate Section Chiefs to determine when/how to 
use volunteers and recommend suitable volunteer tasks for the UC’s consideration and approval. The Volunteer 
Coordinator, Unit Leader, or Officer will coordinate outreach to state/local government emergency volunteer 
management systems and/or other Affiliated Volunteer Organizations (AVO) for activation of Volunteer 
Reception Centers and direction of volunteers to appropriate training sources. In each case, the Volunteer 
Coordinator, Unit Leader, or Officer will coordinate closely with the Joint Information Center (JIC), LNO and 
Public Information Officer (PIO) to publicize volunteer related information, such as alerts and training. 

 
To align with state/regional/local government volunteer management systems, the Volunteer Coordinator, Unit 
Leader, or Officer can coordinate with the UC to establish the criteria for a Strike Team Leader (STLCR) to 
work with volunteers. This STLCR can assign a pre-established volunteer strike team. STLCRs working with 
volunteer groups will represent and provide the respective volunteer group status to the Staging Area Manager 
(STAM). This will be a crucial element in the tasking and deployment of volunteers in accordance with the IAP 
and ICS-204’s. 

 

Once trained, volunteers will check-in with the Status Recorder at the appropriate check-in location. After they 
have checked in, volunteers may be deployed or remain in an availability status and/or staging area until tasked. 
Unlike other resources, volunteer availability and demobilization may be treated differently due to their 
inherent ‘at will’ nature. The Volunteer demobilization will be addressed in incident specific demobilization 
plan. The UC will provide logistical support to volunteers during a response. 

 
See Appendix A for State and Local Government Emergency Manager Contact Information and 
Appendix B for Affiliated Volunteer Organization Contact Information. 

3100 Unaffiliated Volunteer Management in the Commonwealth 
of Virginia 
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If an event impacts Virginia and the UC decides the use of volunteers is viable, the State Emergency 
Operations Center (EOC) will be notified of UC volunteer efforts via the LNO. The State EOC will contact the 
local EOC (if activated) regarding their ability to assist in the requested volunteer management effort and to 
identify personnel to serve as the Volunteer Coordinator, Unit Leader, or Officer. In the Commonwealth of 
Virginia, if a particular city/county government cannot assist with 

volunteer management, they can request assistance from other localities per the Commonwealth of Virginia 
Emergency Operations Plan (COVEOP), Emergency Support Function (ESF) 17 - Volunteer and Donations 
Management. If the volunteer management resources needed exceed the capabilities of the local/regional 
governments, the Virginia Department of Emergency Management (VDEM) will coordinate resources. 

 

VDEM working in coordination with identified non-governmental organizations, agencies, private sector, and 
local governments assumes the primary responsibilities for the coordination of unaffiliated volunteer services and 
unsolicited goods during all hazard incidents. VDEM is also the designated lead agency for the State Volunteer 
and Donations Management Team (ESF-17). ESF-17 works with affected local governments and, in cooperation 
with other voluntary organizations and private sector partners, are responsible for efficient and effective 
coordination of unaffiliated volunteers during incident response and recovery.  Virginia Voluntary Organizations 
Active in Disaster (VA VOAD), in collaboration with ESF-17, coordinates affiliated volunteers from recognized 
volunteer agencies with assigned disaster missions in the affected localities. 

 

3110 Pre-Identified Volunteer Opportunities 
 

Human health and safety is the first priority in decisions regarding use of volunteers. Volunteers will normally 
only be used in very low risk activities and only after receiving appropriate safety training. In most cases, 
affiliated volunteers may receive priority tasking before unaffiliated volunteers. 

 

Once the decision to use volunteers is made, the UC will decide which volunteer tasks are appropriate for that 
incident. The Volunteer Coordinator, Unit Leader, or Officer can use the task opportunity list below to assist UC 
in making these decisions. The following is a list of roles for volunteers specific to an oil spill response. Many of 
these roles would also be pertinent during different types of responses. Please see Chapter VII: Training Matrix 
for training specifics. 

 

PUBLIC INFORMATION OFFICER (PIO) SUPPORT 

• Volunteer Information Brochure distribution 
 

FINANCE/ADMINISTRATION SECTION 

• ICP or VRC Volunteer Management Administrative Support 

• ICP or VRC Administrative Support 

• Distribution of Personal Protective Equipment (PPE) 

• Procurement Support 

• Time Unit 

• Volunteer Time and Accounts Specialist 

 

LOGISTICS SECTION 

• Facility and Site Maintenance* 

• Transport* 

• Carpools* 

• Scheduling 

• Communications 
 

PLANNING SECTION 

• Volunteer Training Coordinator 
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• Technical Specialist/IT and/or Data Entry Specialist 

 

OPERATIONS SECTION 

• Volunteer Branch Director* 

• Volunteer Group Supervisor* 

• Shoreline Cleanup* ᵻ 

• Pre-Impact Shoreline Cleanup ᵻ 

• Wildlife Branch* 

• Strike Team Leader* 

 

* Indicates positions in which volunteers may be exposed to oil or need specific training (i.e. OSHA 
requirements and/or wildlife rehabilitation training). Great consideration should be taken prior to assigning 
volunteers to oil cleanup operations. 

 

ᵻ The UC should consider the following shoreline cleanup tasking guidelines: 

• Volunteers will NOT be deployed to work within Exclusion Zones. 

• Volunteers will only be deployed to shorelines that have been characterized. 

• Volunteers will not be deployed in the same locations as Oil Spill Removal Organizations (OSRO), 
Natural Resource Damage Assessment (NRDA), or Wildlife Search and Collection Teams. 

• Volunteers shall be escorted by authorized safety personnel. 

• Volunteers will be trained according to Training Matrix guidelines. 
 

3120 Volunteer Mission Tasking 
 

Volunteer tasking will begin in the same manner as other resource tasking. During the preparation for the tactics 
meeting phase, the Operations Section Chief (OSC), Planning Section Chief (PSC), and Resource Unit Leader 
(RESL) will outline work assignments and determine the requisite volunteer resources. During the tactics 
meeting, the Safety Officer (SOFR) must determine safety and support needs for volunteers. Following the 
planning meeting and the UC’s approval, the volunteer tasking will be incorporated into the Incident Action Plan 
(IAP). Upon completion of the IAP, the Branch or Division/Group Supervisor will convey to the appropriate 
Staging Area Manager the volunteer tasking assignments as delineated on the ICS-204, Assignment List. 

 

3130 Volunteer Reception Center 
 

A Volunteer Reception Center is a hub for matching potential volunteers with volunteer service opportunities. 
The purpose of a VRC is to affiliate spontaneous volunteers with requesting agencies. VRCs may be 
administered by local governments alone if resources exist or in collaboration with a Volunteer Center or 
other AVO. VRCs have various capabilities and are primarily administrative organizations with limited staff. 

 
Most VRCs have the following capabilities: 

 

• Can respond in an emergency and can staff up accordingly. 

• Can receive, register and screen unaffiliated volunteers in person or via website and/or phone bank. 

• Can train or facilitate volunteer training. 

• Can conduct outreach to their identified community base and media outlets. 

• Can coordinate with local AVOs and their affiliated volunteer base.  

• Have pre-designated volunteer receiving and training areas.  

• Can set up mobile volunteer receiving centers. 

 
The Volunteer Coordinator, Unit Leader, or Officer should refer to the applicable Local Contingency Plan 
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(LCP) for pre-identified VRCs. Note that not all localities have pre-identified VRCs. 
 

Per the direction of the UC, a Volunteer Reception Center-Coordinator (VRC-C) position can be established. 
The decision to activate and setup a VRC shall be made by the local or state government. The VRC-C should 
work through the Liaison Officer and/or with local government representatives to activate their established VRC. 
If this is not possible, the VRC-C can work directly with a VRC. In addition to facilitating requisite volunteer 
training needs, the VRC-C will provide direction to the local VRC representative to organize volunteers into 
Strike Teams and assign a Strike Team Leader. See Appendix E, Volunteer Reception Center Job Aid from 
reference (c) for VRC Floor Plan and Staff Tasks. 

 
It is recommended the STLCR be an experienced government employee or a person meeting UC’s 
qualifications. STLCRs shall have the safety training commensurate with the volunteer team’s assignment, be 
knowledgeable of oil spill cleanup operations and have experience supervising teams. 

 

3140 Affiliated Volunteer Organizations 
 

Affiliated Volunteer Organizations (AVOs), also referred to as Non-Government Organizations (NGO), are 
organizations with a specific interest, which generally hold a non-profit or not-for-profit status. 
Usually the AVO interest is specific to the region, county or city area. AVOs attract volunteers within a 
community via their mutual interest. AVOs generally provide training, keep an affiliated volunteer database and 
have volunteer functions to facilitate current volunteer experience and communication. AVOs also accept 
donations of money or materials. 

 
Most coastal localities have AVOs that focus on shoreline, wildlife and/or marine mammal interests. AVOs 
usually have the ability to reach out to a large segment of the public and can have great influence over public 
perception. 

 
UC and Volunteer Coordinator, Unit Leader, or Officer coordination with AVOs can provide a source of 
affiliated volunteers to fulfill the needs of a response, as well as an organization to funnel volunteers into. If 
local government or a VRC is not able to assist in unaffiliated volunteer management, the Volunteer 
Coordinator, Unit Leader, or Officer can coordinate with AVOs to manage the influx of unaffiliated volunteers. 
Per the direction of the UC, an Affiliated Volunteer Organization-Coordinator (AVO-C) position can be 
established. 

 

See Appendix B for AVO Contact Information. 
 

3150 Training 
 

The UC will determine the level of training needed for the volunteer tasks approved. The Safety Officer will 
review requisite training using OSHA standards as guidelines. If circumstances dictate, the UC may authorize 
incident specific training standards. See Chapter VII, Training Matrix, for volunteer training requirements. 
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3160 Public Information Officer-Joint Information Center (PIO-JIC) 
 

Previous events have shown rapid media and public engagement is crucial to effectively managing public 
perception and volunteer efforts. Early and aggressive media engagement will not only keep the public informed 
but also alleviate perceptions of inaction, foster a better understanding of response operations, and provide 
direction to the public on various issues associated with the incident. This is also a great opportunity to direct 
unaffiliated volunteers to AVOs involved in the event. 

 
Press releases with general information – who, what, when, where, actions being taken – should be released as 
soon as possible. All public information released shall be verified by UC/JIC. Public information telephone 
hotline and website information should be established immediately and be included in all public information 
released. They should include health and safety notices, safety hazards associated with the event, oiled wildlife 
guidance, volunteer job opportunities, training requirements, and registration procedures. Unaffiliated 
volunteers will be encouraged to register with VA VOAD member organizations at 1-800-Volunteer or the 
Commonwealth’s Aidmatrix Database System by calling the Volunteer and Donations Hotline which should be 
developed once the incident occurs. VRCs will also be able to register, screen, and place volunteers with AVOs. 

 
During press conferences, public information talking points should stress the health, safety and environmental 
hazards associated with response operations, the importance of coordinated cleanup efforts, an understanding 
of site prioritization and how best the public can aid in the response. Public hotline numbers and website 
addresses are also key information to release in press conferences and as screen crawl information. See 
Appendix F for Volunteers and Oil Spill Response Brochure & Appendix G for a Draft Media Release. 

 

3170 Volunteer Liability 
 

Because of the potential volunteer exposure to toxic substances, it is important that the UC comply with the 
standards established by the Area Contingency Plan and applicable laws, regulations, and policy in exercising its 
discretion in the use of volunteers. This plan clarifies the risk analysis to be conducted by the UC in deciding 
whether and how to employ volunteers to minimize potential liabilities of volunteers as well as federal, state, and 
local governments. 

 
The determination to use volunteers is the responsibility of the UC. If the UC decides to utilize volunteers, the 
volunteers must check in at the VRC and/or with their affiliated volunteer organization and fill out the appropriate 
forms, attend health and safety training as well as job specific training as directed, and participate only in 
volunteer tasks approved by the UC. Individuals assisting without approval to do so may not be covered by local, 
state, and federal volunteer protection laws and assume significant risk. 

 

If a volunteer is injured during a response, the SOFR and Volunteer Coordinator, Unit Leader, or Officer shall be 
notified. The volunteer should seek immediate medical assistance and provide personal health care insurance 
information to medical providers. The volunteer should also contact the Department of Labor for an assessment of 
Workman’s Compensation benefits eligibility. State workers compensation board information can be found at 
http://www.dol.gov/esa/owcp/contacts/feacont.htm. 

 

3180 Volunteer Expenses 
 

The Emergency Fund portion of the Oil Spill Liability Trust Fund (OSLTF) is available up to fifty million 
dollars annually for Federal response costs under the Clean Water Act. The OSLTF may be used to pay for 
volunteer expenses consistent with this authority. Federal On-Scene Coordinators (FOSC) should consult with 
COMDT (CG-533) and the National Pollution Funds Center when dealing with issues regarding funding for 
volunteers. 

https://www.virginiavoad.org/volunteer-or-donate/
https://www.dol.gov/agencies/owcp/wc#VA
https://www.dol.gov/agencies/owcp/wc#VA
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4000 ICS ROLES AND RESPONSIBILITIES 
 

This chapter refers to and supports the Incident Management Handbook (IMH). Staff appointment to specific 
roles and responsibilities will be designated by the UC. 

 

4110 Unified Command 
 

Federal On-Scene Coordinator, State On-Scene Coordinator (SOSC), Local On-Scene Coordinator (LOSC), 
Responsible Party 

 

• Makes decision to use volunteers. 

• Determines authorized volunteer jobs. 

• Determines method and frequency of Volunteer updates to the UC. 

• Works with Operations and Planning Sections to ensure effective use and management of volunteer 
operations. 

• Works with Joint Information Center (JIC) to ensure appropriate public information is released in a timely 
manner. 

• Works with Liaison Officer and/or Volunteer Coordinator, Unit Leader, or Officer to ensure 
volunteer needs are addressed. 

• Consults with COMDT (CG-533) and the National Pollution Funds Center when dealing with issues 
regarding funding for volunteers. 

 

Liaison Officer 
 

• Refers local government agency reps to the Volunteer Coordinator, Unit Leader, or Officer for any 
volunteer issues. 

• Ensures volunteer efforts in the Volunteer Unit are communicated to the affected community via local 
government Agency Representatives and any feedback is received and relayed to the UC and Volunteer 
Coordinator, Unit Leader, or Officer. 

• Provides volunteer hotline/website information to community stakeholders. 

• Distributes prepared citizen/volunteer education packets to community stakeholders. 

• Assists Volunteer Coordinator, Unit Leader, or Officer with Town Hall meetings as necessary. 

• Coordinates with the Volunteer Coordinator, Unit Leader, or Officer to ensure the State Volunteer 
Representative can assist the Volunteer Coordinator, Unit Leader, or Officer as needed and has 
appropriate, timely information to share with the State Emergency Management Agency (VDEM or 
MEMA). 

• Once the UC establishes an AVO-C, the Liaison Officer will shift all applicable AVO interaction to the 
AVO-C. 

 

Public Information Officer 
 

• Works with the JIC to ensure UC public messaging is communicated. 

• Distributes prepared citizen/volunteer education packets and press releases to media, AVOs and other 
volunteer organizations. See Appendix G for a Draft Media Release. 

• Considers pamphlet distribution at beach access point. See Appendix F for Volunteers in Oil Spill 
Response Brochure. 
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Safety Officer 
 

• Ensures volunteers have appropriate training, PPE and volunteer site safety assignments. 

• Ensures SSHP guidelines are followed. 

• Ensure any volunteer injuries are immediately reported to the LNO and/or Volunteer 
Coordinator, Unit Leader, or Officer. 

 

4120 Operations Section 
 

Operations Section Chief 
 

• Activates and supervises volunteer organizational elements in accordance with IAP. 

• Directs implementation of volunteer operations. 

• As necessary, expands the ICS structure to accommodate the use of volunteers. 

 

Branch Director (OPBD) 
 

• Ensures implementation of the volunteer portion of the IAP. 

Division/Group Leader (DIVS) 

• Ensures implementation of the volunteer portion of the IAP, appropriate to the Division/Group. 
 

Strike Team Leader (STLCR) 
 

• Works under respective DIVS to assist in volunteer operations and deployment and monitoring, focusing 
on volunteer access to and departure from assignment. 

• Coordinates with other Strike Team Leaders, as necessary. 

• Coordinates with and assists Assistant Safety Officer in volunteer logistical support. 

• Meets volunteers at assigned shoreline, checks in/out volunteers, use ICS-204, ensures volunteers receive 
safety briefing per SSHP and distributes logistical support (PPE, food, water) if/when needed. 

• Report any Volunteer injuries in accordance with approved Incident Safety Plan. 

 
Staging Area Manager (STAM) 

 

• Ensures volunteer check-in is ready. 
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4130 Planning Section 
 

Planning Section Chief 
 

• Establishes a Volunteer Unit (VU) when the UC authorizes the use of volunteers. 

• Ensures the VU is appropriately staffed and supported. 

• Remains cognizant of the volunteer roles in the event. 

 
Situation Unit Leader (SITL) 

 

• Ensures volunteer information is incorporated into the normal collection, processing, and 
organizations of information relating to the event. 

• Ensures field observers are deployed to assigned operational volunteer locations. 
 

Resources Unit Leader 
 

• Ensures volunteers are fully incorporated into all Resource Unit activities. 

• Coordinates with the Volunteer Coordinator, Unit Leader, or Officer to ensure accurate volunteer 
accountability and status. 

 

Check in/Status Recorder (SCKN) 
 

• Receives, records, and maintains volunteer status information on Resource Status Cards (ICS- 
219) for incident-assigned volunteers and overhead volunteers. 

 
Volunteer Unit Leader (VUL) 

 

• Once established, reports to the PSC. 

• Ensures VU is appropriately staffed for the event size, including Technical Specialist assistance. 

• Assigns VU Assistants as needed. 

• Coordinates with the JIC on approved press releases, including volunteer hotline/website, 
appropriate and timely public messaging. 

• Coordinates review of Appendix C, UC Checklist with UC and appropriate Section Chiefs and IC staff to 
determine when/how to use volunteers and recommends suitable volunteer tasks for UC consideration 
and approval. 

• Provides volunteer status updates as directed by the UC, keeping the UC apprised of local and internal 
ICP sensitivities regarding volunteer issues. 

• Works with LNO, Local Government Representative (LGR), and/or regional AVO to activate local 
government volunteer management systems. 

• Weighs and considers all options regarding establishing AVO Coordinator (AVO-C) position. 

• Works with Planning Section Chief, Operations Section Chief, and Logistics Section Chief to ensure 
effective and proper use of volunteers is included in the IAP. 

• Ensures requests for volunteers are initiated and completed using Resource Request Form. 

• Coordinates with Liaison Officer to ensure appropriate sharing of information in a timely manner with 
State Volunteer Coordinator and local government Agency Representatives. 

• Coordinates with SOFR regarding any Volunteer injuries. 

 
VRC Coordinator 

 

• Once established, reports to Volunteer Coordinator, Unit Leader, or Officer. 

• Coordinates outreach and VRC operations with local government. 
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• Ensures and facilitates requisite training is provided based on volunteer assignments. 

• Coordinates with the JIC on Town Hall meetings. 

• Ensures VRC’s are forming volunteer teams and assigned competent team leaders. 

 
AVO Coordinator 

 

• Once established, reports to Volunteer Coordinator, Unit Leader, or Officer. 

• Coordinates outreach and AVO operations with local government. 

• Ensures and facilitates requisite training is provided based on volunteer assignments. 

• Coordinates with the JIC on Town Hall meetings. 

 
Demobilization Unit Leader (DMOB) 

• Ensures volunteers demobilization procedures, processes, and methodologies are established and fully 
incorporated into the DEMOB Plan. 

• Works closely with Volunteer Coordinator, Unit Leader, or Officer on all aspects of volunteer 
demobilization. 

 

4140 Logistics Section 
 

• Logistics Section Chief (LSC): Ensures volunteer activities are incorporated into all 

aspects of the Logistics Section. 

 
4150 Finance/Administration Section 

• Finance Section Chief (FSC): Ensures volunteer participation is represented in all 
aspects of Finance Section. 
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5000: Local Government Operations 
Depending on the incident’s impact on local government agencies, local government may or may not activate 

an Emergency Operations Center (EOC). EOCs can be activated at the County or City level. Under either 
circumstance, a LGR will report to the Liaison Officer. 

 

5110 Emergency Management Contact - Local Government Representative 
 

• Coordinates volunteer operations and messaging between UC and local government leadership. 

• Works with Volunteer Coordinator, Unit Leader, or Officer and local government EOC staff to 
activate VRC operations, as requested by UC. 

• Keeps UC informed of local volunteer situation. 
 

5120 Emergency Operations Center 
 

• Activates VRC operations as requested by Volunteer Coordinator, Unit Leader, or Officer. 

• Establishes an EOC Volunteer Unit in Logistics to work with VRC operations. 

• Works with Volunteer Coordinator, Unit Leader, or Officer and local VRC to convey volunteer 
mission tasking. 

• Coordinates public messaging as appropriate. 
 

5130 Volunteer Reception Center 
 

• Coordinates with Volunteer Coordinator, Unit Leader, or Officer and local government to 
receive, register, and screen unaffiliated volunteers. 

• Coordinates training operations to fulfill mission requests. 

• Coordinates volunteer management with regional AVOs and their affiliated volunteers. 

• Coordinates public outreach using approved public messaging from JIC/PIO. 

• Provides status reports on volunteer management to Volunteer Coordinator, Unit Leader, or Officer 
and LGR. 
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6000 Volunteer Responsibilities 
 

6110 Affiliated Volunteers 
 

• Will coordinate volunteer efforts through an AVO or local VRC. 

• Volunteer efforts will be coordinated with the UC. 

 

6120 Unaffiliated Volunteers 
 

• Must be registered, screened and trained through local VRC or appropriate training source. 

• After completion of training, may be assigned to a volunteer task via the UC. 

 

6130 Affiliated Volunteer Organization (AVO) 
 

• Will coordinate volunteer efforts through local VRC and/or Volunteer Coordinator, Unit Leader, or 
Officer. 

 

6140 Community Based Organization (CBO) 
 

• Will coordinate volunteer efforts through local VRC, AVO and/or Volunteer Coordinator, Unit 
Leader, or Officer. 
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6200 ICS 
ORGANIZATIONAL 
CHART 

 

 
UNIFIED 
COMMAND 

 
FOSC 

SOSC 

LOSC 

RP 

PUBLIC INFORMATION 
OFFICER 

 
SAFETY OFFICER 

 

 
LIAISON OFFICER 

 
 

VOLUNTEER 

COORDINATOR* OR 

VOLUNTEER OFFICER* 

 
 

 
LOCAL 

GOVERNMENT 

REPRESENTATIVE 

 

EMERGENCY 
OPERATIONS 

CENTER LIAISON 

 
 
 

 
OPERATIONS SECTION CHIEF PLANNING SECTION CHIEF LOGISTICS SECTION CHIEF FINANCE/ADMIN SECTION CHIEF 

 
 

STAGING AREA MANAGER 

 
 

SITUATION UNIT LEADER 

 
SUPPORT BRANCH 
DIRECTOR 

 
COST UNIT LEADER 

 
 

RECOVERY BRANCH 
DIRECTOR 

 
EMERGENCY RESPONSE 

BRANCH 
DIRECTOR 

 
WILDLIFE 

BRANCH 
DIRECTOR 

 
 

 
RESOURCE UNIT LEADER 

 
 

 
SUPPLY UNIT LEADER 

 
 

 
TIME UNIT LEADER 

 
 

PROTECTION GROUP 
SUPERVISOR 

 
 
 
 

ON-WATER GROUP 
SUPERVISOR 

 
 
 

 
SHORESIDE GROUP 

SUPERVISOR 

 
SAR GROUP SUPERVISOR 

 
 
 
 
 

SALVAGE/SOURCE 
CONTROL GROUP 

SUPERVISOR 
 
 
 
 

FIRE SUPPRESSION 
GROUP SUPERVISOR 

 
WILDLIFE 

RECOVERY GROUP 
SUPERVISOR 

 
 
 

WILDLIFE REHAB 
GROUP 

SUPERVISOR 

 
 

 
DOCUMENTATION UNIT LEADER 

 
 
 
 
 

DEMOBILIZATION UNIT LEADER 
 
 
 
 
 

ENVIRONMENTAL UNIT LEADER 

 
 

 
FACILITIES UNIT LEADER 

 
 
 
 
 

VESSEL SUPPORT UNIT 
LEADER 

 
 
 
 
 

GROUND SUPPORT 
UNITLEADER 

 
 
 
 

PROCUREMENT SUPPORT 
UNIT LEADER 

 
 
 
 

PERSONNEL 
ACCOUNTABILITY 

UNIT 

 
 

DISPOSAL GROUP 
SUPERVISOR 

 
HAZMAT GROUP 
SUPERVISOR 

 
 

 
MARINE TRANSPORTATION SYSTEM 

RECOVERY UNIT LEADER 
 

DECON GROUPSUPERVISOR 
 
 
 
 

 
DISPERSANT OPS GROUP 

SUPERVISOR 

 
 

EMS GRUP SUPERVISOR 
 
 
 
 
 

LAW ENFORCEMENT 
SUPERVISOR 

 
 

TECHNICAL SPECIALISTS 

 

VOLUNTEER 

UNIT 

LEADER* 

 
 

SERVICE BRANCH DIRECTOR 
 
 
 
 

FOOD UNIT LEADER 

 
 

 
IN-SITU BURN OPS 

GROUP SUPERVISOR 

VRC COORDINATOR 

 

 

AVO COORDINATOR 

 
MEDICAL UNIT LEADER 

 
 
 

 
COMMUNICATIONS UNIT LEADER 

 
 
 

* Positions dependent upon the level of volunteer interest – see Chapter II, Concept of Operations for Volunteers. 

FIXED-WING BASE 

COORDINATOR 

 

AIR TACTICAL GP 
SUPERVISOR 

AIR OPERATIONS BRANCH 
DIRECTOR 

 

AIR SUPPORT GP 
SUPERVISOR 

 

HELIBASE MANAGER 
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7000 TRAINING MATRIX 
 

Position Descriptions for: 
 

• Volunteer Management Staff (non-volunteer positions), and for 

• Affiliated and Unaffiliated Non-Wildlife Volunteers 

Volunteer assignments could be made to: 

• (ICP) Incident Command Post (limited opportunities) 

• (VRC) Volunteer Reception Center (many opportunities) 

• (Field) Field (limited opportunities, some of which will be limited to pre-trained 
volunteers) 

 

Appropriate training, based on assigned tasks, shall be provided to volunteers prior to participation in 
response operations. Reference (d), the National Oil and Hazardous Substances Pollution 
Contingency Plan (NCP), 40 CFR Part 300, discourages volunteer participation in physical removal 
activities and limits them to the non-hazardous tasks due to extensive medical surveillance, training, 
and equipment required for participating in physical removal activities. 

 

Unaffiliated volunteer assignments will only be made to areas which have been monitored and fully 
characterized indicating that exposures are under permissible exposure limits (PEL) and published 
exposure levels where respirators are not necessary, and the characterization indicates that there are no 
health hazards or the possibility of an emergency developing. 

 
Affiliated volunteers who do take part in removal operations involving hazardous substances must be 
trained in accordance with Hazardous Waste Operations and Emergency Response (HAZWOPER) 
Standards set forth by Emergency Response to Hazardous Substances Releases, 29 CFR 1910.120(q) 
requirements and any applicable state plan requirements. 

 
Additional guidance regarding HAZWOPER training requirements can be found in reference (e) 
available online at: http://www.osha.gov/Publications/3172/3172.html. 

 

To ensure volunteers integrate into the ICS organization smoothly, all volunteers must at a minimum 
provide documentation of IS100 and IS700 training prior to being assigned a role in the ICS or on the 
Incident Management Team (IMT). These required trainings are free at Emergency Management 
Institute - Independent Study (IS) | Course List. 

 

In order to volunteer during an oil spill incident, the following requirements MUST be fulfilled*: 
 

• At least 18 years of age 

• Be in good health 

• Able to lift 25-35 pounds 

• Fill out Volunteer Registration Form (which may include Volunteer Liability Waiver) 

• Complete health and safety training requirements 

 
* Exceptions to these requirements may be made on a case-by-case basis for certain jobs/tasks that do not 
require ICS training or physical abilities in the response such as serving as a greeter at the VRC, handing 
out water to responders, or passing out information brochures to the public. 

https://www.osha.gov/emergency-preparedness/hazardous-waste-operations/faq-hazpower
https://www.osha.gov/emergency-preparedness/hazardous-waste-operations/faq-hazpower
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Positions Description 
 

Skills Required 
Safety Training 

Required 

 

Deployment 

 
ICP or VRC Volunteer Management 
Administrative Support 

 
(Assigned directly to assist volunteer 
management effort) 

 

Provides phone bank, files management, 
and/or record-keeping support, as necessary 
& assigned, to the Volunteer Unit at the 
Incident Command Post, or to the managers 
of the Volunteer Reception Center. Duties 
may vary & multiple positions may be 
needed. 

 
Ability to work in a fast-paced 
environment & under direction of 
agency employees. 

 
Must be detail oriented & able to 
keep up with a system of written 
records of conversations & 
decisions. 

 

Good working knowledge of 
computer word processing & 
spreadsheet software. Excellent 
organizational & communication 
skills are very helpful. 

 
1) Site Safety 

 
2) IS100 & IS700 

 
ICP or VRC 

 
ICP or VRC Administrative Support 

 
(Assignments might not be related to 
volunteer management) 

 

Provides phone bank, files management, 
and/or record-keeping support, volunteer 
scheduling, distribution of PPE, as necessary 
& assigned, to the various branches, sections 
or units at the incident Command Post as 
requested, or to managers at county Volunteer 
Reception Centers. 

 
Duties may vary & multiple positions may be 
needed. 

 
Ability to work in a fast-paced 
environment & under direction of 
agency employees. 

 
Good working knowledge of 
computer word processing & 
spreadsheet software, as well as 
excellent organizational & 
communication skills. 

 
1) Site Safety 

 
2) IS100 & IS700 

 
ICP or VRC 

 
Facility and Site Maintenance 

 
General organization & maintenance of 
various types of facilities. Could include 
maintaining supply rooms & cleanup of work 
areas, identification and/or correction of the 
VRC(s) safety hazards, setting up training 
rooms & sessions, setting up/putting away 
equipment, etc. 

 
Ability to work in a fast-paced 
environment & under direction of 
agency employees. 

 
Able to lift & move tables/chairs, 
operate basic TV/DVD/ Video 
equipment; ability to properly 
handle cleaning equipment & 
products; willingness to do basic 
but essential tasks such as 
maintaining garbage & recycling 
areas, rest areas, etc. 

 
1) Site Safety 

 
2) IS100 & IS700 

VRC 
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Positions Description 
 

Skills Required 
Safety Training 

Required 

 

Deployment 

 
IT and/or Data Entry Specialist 

 
Provides date entry, Geographic Information 
System (GIS), database or general computer 
maintenance & support, as necessary & 
assigned, to the various branches, sections or 
units at the Incident Command Post as 
requested, or to managers at the Volunteer 
Reception Centers. 

 
Duties may vary & multiple positions may be 
needed. 

 
Ability to work in a fast-paced 
environment under the direction of 
agency employees. 

 
Good working knowledge of 
computer word processing, database, 
GIS, & spreadsheet software, & 
familiarity with computer hardware 
& networking systems, is desirable. 
Excellent organization & 
communication skills are required, as 
is the ability to follow directions in 
the use of existing computer software 
& systems. 

 

1) Site Safety 
 

2) IS100 & IS700 

 
ICP or VRC 

 
Volunteer Unit Leader (VUL) 

 
Ensures Volunteer Unit (VU) is appropriately 
staffed for the event, assigns VU assistants as 
appropriate, coordinates with the JIC on 
approved press releases including volunteer 
hotline/website information, works with the 
LNO, LGR, and/or State Volunteer 
Coordinator to activate volunteer management 
system, ensures volunteer issues are being 
addressed, ensure proper ICS forms for 
volunteers are being initiated & completed. 

 
Ability to work ONLY under the 
direction & discretion of the Unified 
or Incident Command. This position 
will be staffed by a government entity. 

 
Excellent organization & 
communication skills are required, as 
is ability to follow directions & 
adhere to providing only the required 
trainings. 

 
1) Site Safety 

 
2) IS100, 200, 700 & 

800 

 
3) Working knowledge 

of VRC operations 

 
4) Member of 

Virginia Area 
Committee, & 
participation in 
NPREP 

 
ICP 

 
Volunteer Reception Center (VRC) 
Coordinator 

 
Reports to the VUL, coordinates outreach & 
VRC operations with local government, 
ensures/facilitates requisite training is provided 
based on volunteer assignments approved by 
the UC & SOFR, may assist the JIC on Town 
Hall meetings. May be tasked with 
contacting/coordinating trainers from a list of 
trainers provided, coordinating training room 
arrangements, trouble-shooting training 
equipment issues, providing directions & 
support to volunteers receiving training, & 
working with Facility & Site Maintenance 
volunteers to set up training rooms.  Maintain 
written & computer records of training each 
volunteer has completed. Multiple positions & 
shifts may be needed. May 

need to communicate and/or travel between 

VRC & off-site training centers. 

 
 
 

 
Ability to work ONLY under the 
direction & discretion of the Unified 
or Incident Command. This position 
will be staffed by a government entity 
or designee. 

 
Ability to work in a fast-paced 
environment & under direction of 
agency employees. 

 
Excellent organization & 
communication skills are required, as 
is ability to follow directions & 
adhere to providing only the required 
trainings. 

 
1) Site Safety 

 
2) IS100 & IS700 

 
3) Working knowledge 

of VRC operations 

 
VRC and/or 

other off-site 

training 

center 
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Positions Description 
 

Skills Required 
Safety Training 

Required 

 

Deployment 

 

Affiliated Volunteer Organization 
(AVO) Coordinator 

 
Reports to VUL, coordinates outreach & AVO 
operations with local government, ensures & 
facilitates requisite training is provided based 
on volunteer assignments approved by the UC 
& SOFR, may assist the JIC on Town Hall 
Meetings. 

 
Ability to work in a fast-paced 
environment & under direction of 
agency employees. 

 
Excellent organization & 
communication skills are required, as 
is ability to follow directions & 
adhere to providing only the required 
trainings. 

 
1) Site Safety 

 
2) IS100 & IS700 

 
3) Working knowledge 

of VRC operations 

 
VRC and/or 
other off-site 
training 
center 

 

Public Information Officer 
(PIO) Support 

 
PIO Support will be an important interface 
with the public. PIO support may carry copies 
of & distribute public information materials 
(such as brochures) to interested public. They 
can actively redirect interested public to 
appropriate volunteer opportunities & to the 
nearest volunteer registration center. 

 
Should have an understanding of oil spill 
response operations, in order to effectively 
provide appropriate public information. 

 

Will be working near oil-affected shorelines, 
but NOT in “exclusion zones”. 

 
Ability to work ONLY under the 
direction & discretion of the UC. 
This position might be staffed either 
by agency representatives, their 
designees, or by pre-trained 
volunteers from AVOs if personal 
security & safety issues are not a 
concern. 

 
Ability to effectively problem-solve 
in field situations, & to relay 
concerns/questions back to STLCR. 
Knowledge of local area (access, 
prevailing weather & tide conditions, 
etc.) a plus. 

 
Good communication & people skills; 
willingness & ability to maintain 3-4 
hr shift while outdoors & possibly in 
inclement weather. 

 
1) Workplace Health 

& Safety 

 
2) Site Safety 

 
3) 4-hr HAZCOM 

(minimum) 

 
4) Public relations 

 
5) IS 100, 200, & 700 

 
6) Volunteer Plan 

familiarity 

 
Field 

Pre-Impact Shoreline Cleanup 

 
Assist shore teams (authorized by UC) to 
remove litter from shorelines at probable risk 
for oil spill impact, & move naturally 
occurring materials (driftwood, beach wrack) 
to above the high-tide line; may also be asked 
to mark/flag animal carcasses already on 
shoreline, or move them to above the high 
tide line. 
Provide records, including photos or sketches, 
of original positions of driftwood, wrack & 
carcasses. If shorelines escape impact, or after 
oil spill clean-up has occurred, work with UC-
authorized teams to replace wrack to original 
positions. 

 
See Appendix H for Draft ICS-204. 

Ability to work ONLY under the 
direction & discretion of the UC. 
This position will be managed by 
agency representatives or their 
designees. 

 
Ability to lift 25-35 pounds 
unassisted, work in various 
shoreline terrains (mud, sand, 
brush) & in a variety of weather 
conditions. 

1) Site Safety 

 
2) 4-hr HAZWOPER 

3) IS 100 & IS 700 

Field 
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Positions Description 
 

Skills Required 
Safety Training 

Required 

 

Deployment 

 
Volunteer Strike Team Leader 

 
Will coordinate & manage volunteers within a 
given oil spill response Operational Division. 

 
Will be working near oil-affected shorelines, 
but NOT in the exclusion zone. 

 
This position will be staffed by a 
qualified government entity. 

 
Ability to work ONLY under the 
direction & discretion of the UC. 

 
Ability to effectively problem-solve 
in field situations, & to relay 
concerns/questions back to UC. 
Knowledge of local area (access, 
prevailing weather & tide conditions, 
etc.) 

1) Site Safety 

 
2) 4-hr HAZWOPER 

or 24-hr 
HAZWOPER, 8-hr 
mgmt/ supervisor 
training (if 
supervising 
volunteers in the 
“exclusion zone”) 

3) Public relations 4) 

ICS 100, 200, 700 
(minimum) 

Field 

 

7100 Criteria 
 

4- Hour HAZWOPER Training Requirements: 

 
All of the following criteria must be met in order to use 4-hr minimum training: 

 

• Clean-up is performed in an area that has been monitored and fully characterized by a qualified 
person indicating that exposures are presently and can be expected to remain under permissible 
exposure limits and other published exposure limits; 

• Health risks from skin absorption are minimal; 

• Personnel have completed the training requirements of Emergency Action Plans and Hazard 
Communication, including refresher training as appropriate; 

• Personnel have completed other safety and health training made necessary by the tasks they are 
expected to perform such as, but not limited to, operating procedures, decontamination 
procedures, water safety, hypothermia, heat stress, and safety hazard controls; 

• There is adequate on-site supervision by employees who have completed the 
HAZWOPER 24-hr or 40-hr initial training, and the 8-hr Mgmt/Supervisor training. 

• Personnel will also receive continuous on-the-job training (OJT) by qualified 
supervisors. 
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Emergency Manager Contact Information 

Appendix A: State & Local Government Emergency Manager 
Contact Information 
 

VIRGINIA DEPARTMENT OF EMERGENCY 
MANAGEMENT 

Address: 9711 Farrar Court, Richmond, VA 23236 Phone: 
804-267-7600 (Switchboard Number) 

Web: http://www.vaemergency.gov/  
 

Virginia Emergency Operations Plan 
 

Virginia Emergency Operations Center 

Address: 7700 Midlothian Turnpike, Richmond, VA 23235 
Phone: 1-800-468-8892 (Toll-free), 804-674-2400 (Switchboard Number) 
Email: VEOC@vdem.virginia.gov 
 

 

Voluntary Agency Liaison / ESF-17 Volunteers & Donations: Kimberly Lingon  
Email: kimberly.ligon@vdem.virginia.gov 
 

volunteers@vdem.virginia.gov 

 
Directory of Virginia Local Emergency Managers: 

 
          https://www.vaemergency.gov/resources/local-emergency-managers-directory

http://www.vaemergency.gov/
https://www.vaemergency.gov/wp-content/uploads/2021/07/2021-coveop-final-approved-102021-1.pdf
mailto:VEOC@vdem.virginia.gov
mailto:kimberly.ligon@vdem.virginia.gov
https://www.vaemergency.gov/resources/local-emergency-managers-directory
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Volunteer Centers in Virginia  

For more information on volunteer centers 
in Virginia visit the Points of Light 
Foundation website at 
www.pointsoflight.org. 

 

 
United Way Virginia Peninsula 

President: Charvalla West 
Address: 101 York Crossing Rd, Williamsburg, VA 
23692 
Phone: 757-229-2222 
Fax: 757-595-8987 
Email: cwest@uwvp  
Web: 
http://www.uwgw.org 

Areas Served: Williamsburg, James City, 
and Upper York Counties 

2-1-1 Virginia 

Virginia Department of Social 
Services 

Address: N/A 

Phone: 2-1-1 

Email: Intake form on website 

Web: Get Help with 211 
Virginia: Housing, Food, 
Healthcare, and More — 211 
Virginia 

Areas Served: Statewide 
program 

 

American Red Cross of 
Coastal Virginia 

Address: 2825 Emerywood 
Pkwy 

Richmond, VA 23294 

Phone: 804-780-2250 

Email: 
Media.Virginia@redcross.org 

Web: Virginia Region | 
American Red Cross 

Areas Served: State of Virginia 

 

 

 

 

Catholic Charities of Eastern 

Virginia 

President/CEO: Tracy Fick 

Address: Administrative Office, 1132 
Pickett Rd, Norfolk, VA 23502 

Phone: 757-456-2366 

Fax: 757-456-2367 

Email: Contact form on website 

Web: Pregnancy & Parenting Support | 
Senior Services | Catholic Charities of 
Eastern Virginia 

 

Foodbank of Southeastern Virginia and 
the Eastern Shore 

President/CEO: Christopher Tan 

Address: 800 Tidewater Dr, Norfolk, 
VA 23504 

Phone: 757-627-6599 

Email: Contact Us - Foodbank | 
Southeastern Virginia & Eastern Shore 

Web: Foodbank of Southeastern 
Virginia & the Eastern Shore 

Areas Served: Virginia Southeastern 
shore – Virginia Beach, Newport 
News, Chincoteague 

 

Mercy Chefs 

CEO: Chef Gary LeBlanc 

Address: 711 Washington St, 
Portsmouth, VA 23704 

Phone: 1-757-292-4264 

Email: info@mercychefs.com 

Web: Home - Mercy Chefs 

Areas Served: Portsmouth, VA; 
Richmond, VA; Nashville, TN 

 

Operation Blessing 

Director: Gordon Robertson 

Address: 977 Centerville Turnpike, 
Virginia Beach, VA 23463 

Phone: 1-800-730-2537 

Email: Contact Message - Operation 
Blessing 

Web: You Live Your Faith When You 
Bless the Poor - Operation Blessing 

http://www.pointsoflight.org/centers/directory.cfm?State=VA
mailto:Liz.parman@uwgw.org
http://www.uwgw.org/
https://211virginia.org/
https://211virginia.org/
https://211virginia.org/
https://211virginia.org/
mailto:Media.Virginia@redcross.org
https://www.redcross.org/local/virginia.html
https://www.redcross.org/local/virginia.html
https://cceva.org/
https://cceva.org/
https://cceva.org/
https://foodbankonline.org/our-story/contact-us/
https://foodbankonline.org/our-story/contact-us/
https://foodbankonline.org/
https://foodbankonline.org/
mailto:info@mercychefs.com
https://mercychefs.com/
https://www.ob.org/contact-message/
https://www.ob.org/contact-message/
https://www.ob.org/
https://www.ob.org/
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Areas Served: International 

 

The Salvation Army,  

Hampton Roads Area 
Command 

Address: 5525 Raby Rd., 
Norfolk, VA 23502 

Phone: 1-757-543-8100 

Email: N/a 

Web: Hampton Roads Area 
Command 

Served: Portsmouth, Norfolk 

 

Senior Services of 

Southeastern Virginia 

President: Thelma Drake 

Address: 2551 Eltham Avenue, 
Suite Q, Norfolk, VA 23513 

Phone: 757-461-9481 

Email: Form on website 

Web:Home - 
https://www.ssseva.org 

Areas Served: Hampton Roads 

 

Southern Baptist 
Conservatives of Virginia 

Executive Director: Brian Autry 

Address: 4956 Dominion 
Boulevard, Glen Allen, VA 
23060 

Phone: 804-270-1848 

Fax: 804-270-1834 

Email: sbcv@sbcv.org 

Web: Disaster Relief • SBC of 
Virginia 

Areas Served: Virginia 

 

Team Rubicon 

CEO: Art delaCruz 

Address: 5230 Pacific 
Concourse Drive, Suite 200, 
Los Angeles, CA 90045 

Phone: 310-640-8787 

Email: 

https://teamrubiconusa.org/feedback 

Web: Leading Humanitarian Aid 
Organization in the US | Team Rubicon 

Areas Served: International 

 

United Way of South Hampton 

Roads 

President/CEO: Mark Uren 

Address: 2515 Walmer Avenue, 
Norfolk, VA 23513 

Phone: 757-853-8500 
Email: operations@unitedwayshr.org 
Areas Served: Hampton Roads 
 
Virginia Conference the United 

Methodist Church 
Bishop: Bishop@vaumc.org 
Address: 10330 Staples Mill Rd., Glen 
Allen, VA 23060 
Phone: 804-521-1100 
Email: communications@vaumc.org 
Web: Home | VAUMC 
Areas Served: Virginia 
 

VOLUNTEER Hampton Roads 

Director: Maerine Mitchell 

Address: 101 W. Main Street, Suite 
800, Norfolk, VA, 23510 

Phone: N/A 

Email: office@volunteerhr.org 

Web: VOLUNTEER Hampton Roads 

Areas Served: Hampton Roads 

 

YWCA Hampton Roads 

CEO: Michelle Ellise Young 

Address: 340 High St., Ste. 206, 
Portsmouth, VA 23704 

Phone: 757-625-4248 

Fax: 757-625-1946 

Email: info@ywca-shr.org 

Web: Empowering Women and Family 
by Eliminating Racism | YWCA 

https://hrva.salvationarmypotomac.org/
https://hrva.salvationarmypotomac.org/
https://www.ssseva.org/
https://www.ssseva.org/
mailto:sbcv@sbcv.org
https://www.sbcv.org/disasterrelief/
https://www.sbcv.org/disasterrelief/
https://teamrubiconusa.org/feedback
https://teamrubiconusa.org/
https://teamrubiconusa.org/
mailto:operations@unitedwayshr.org
mailto:Bishop@vaumc.org
mailto:communications@vaumc.org
https://vaumc.org/
mailto:office@volunteerhr.org
https://www.volunteerhr.org/
mailto:info@ywca-shr.org
https://ywca-shr.org/
https://ywca-shr.org/
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Areas Served: South Hampton 
Roads 

 

Volunteer Alexandria 
Director: Marion Brunken 
Address: 2202 Mount Vernon 
Ave., Suite 200 
Phone: 703-836-2176 
Fax: 703-683-1793 
Email: mail@volunteeralexandria.org 
Web: http://www.volunteeralexandria.org/  
Areas Served: Alexandria, Fairfax County 

 
Volunteer Arlington 

Director: Greg Castano 

Address: 4201 Wilson Boulevard, Suite 110 #197, 
Arlington, VA 22203 
Phone: 703-528-2522 
Fax: 703-228-1013 
Email: infovolunteer@arlingtonva.uorg 
Web: Volunteer Arlington - Volunteer Arlington 
Areas Served: Arlington County 

 
United Way of Greater Charlottesville 

Director: Ravi Cooper 
Address: 200 Garrett Street, Suite 
I, Charlottesville, VA 22902 

Phone: 434-972-1701 
Fax: 434-972-1719 
Email: 
UnitedWayCville@UnitedWayCville.org 
Web: Home - United Way 
Areas Served: City of Charlottesville and Counties 
of Albemarle, Fluvanna, Louisa, Greene and Nelson 

 
Volunteer Fairfax 
Director: Jennifer Williamson 
Address: 12015 Route 50, Suite 
225, Fairfax, VA 22033 
Phone: 703-246-3460 
Fax: 703-246-4662 

Email: VolsRUs@volunteerfairfax.org 

Web: http://www.volunteerfairfax.org 
Areas Served: Fairfax County, including Falls 
Church, Fairfax City, Herndon, Vienna and Clifton 

 
Council of Community Services 

CEO: Anne Marie Green Address: 
502 Campbell Ave. SW Roanoke, VA 
24016 
Phone: 540-985-0131 x502 
Fax: 540-982-2935 
Email: alisonj@councilofcommunityservices.org 
Web: http://www.councilofcommunityservices.org  
Areas Served: Roanoke, Salem, Vinton, Botetourt, 
Craig, and Roanoke Counties 

 
Volunteers of Louisa Director: 
Lauren Jeffers Address: 522 
Industrial Drive Louisa, VA 
23093 
Phone: 540-967-6095 
Fax: 540-967-3411 
Email: director@thevol.org 
Areas Served: Louisa County 

mailto:mail@volunteeralexandria.org
http://www.volunteeralexandria.org/
mailto:infovolunteer@arlingtonva.uorg
https://volunteerarlington.org/
mailto:UnitedWayCville@UnitedWayCville.org
https://unitedwaycville.org/
mailto:VolsRUs@volunteerfairfax.org
http://www.volunteerfairfax.org/
mailto:alisonj@councilofcommunityservices.org
http://www.councilofcommunityservices.org/
mailto:director@thevol.org
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Affiliated Non-Wildlife Volunteer Organizations 
 

Virginia Voluntary Organizations Active in Disaster (VA VOAD) 

Virginia VOAD 

VA VOAD Representative: Jon Barton, Virginia Council of Churches 
Address: 1214 West Graham Rd, Suite 3, Richmond, VA 23220 
Phone: 804-321-3300 (Office), 804-615-2197 (Cell), 804-329-5066 (Fax) 
Email: barton@vacouncilofchurches.org 
Web: http://www.vacouncilofchurches.org/voluntary-organization-active-disaster; http://www.vavoad.com/ Areas 
Served: Lead VOAD for the State of Virginia 

 
Southeastern Virginia Regional VOAD 

VOAD Representative: Jane Prinz 
Address: American Red Cross – SE Virginia Chapter, 611 W Brambleton Ave, Norfolk, VA 23510 Phone: 757-
446-7700) 
Email: jprinz99@cox.net 
Web: https://vavoad.communityos.org/cms/node/111 
Areas Served: Norfolk, Chesapeake, Virginia Beach, Suffolk, Portsmouth 

 

Virginia Citizen Corps 
 

Virginia Citizen Corps Council 

Program Manager: Linda Rubin 
Address: VDEM, 10501 Trade Court, Richmond, VA 23236 Phone: 
804-897-6500 x6594 
Fax: 804-897-6506 
Email: linda.rubin@vdem.virginia.gov 
Web: http://www.vaemergency.gov/node/86 

 

Citizen Corps Partner Programs and Affiliates 
 

Community Emergency Response Teams (CERT): http://www.citizencorps.gov/cert/ 
Volunteers in Police Service (VIPS): http://www.policevolunteers.org/ 
Fire Corps: http://www.firecorps.org/ 
Medical Reserve Corps (MRC): http://www.medicalreservecorps.gov/HomePage 

 

 

Operation Blessing International 
 

Director: Jody Herrington-Gettys 
Address: 977 Centerville Turnpike, Virginia Beach, VA 23463 Phone: 
757-226-3401 (Main Office), 757-226-3433 (Director Office) Fax: 757-
226-3657 (Main Office), 757-277-0231 (Director) 
Email: jody.herrington@ob.org 
Web: http://www.ob.org/ Areas 
Served: World-wide 
Capabilities: Communications, Cranes/Loaders, Construction Trailers, Feeding Equipment, Transportation, 
Support Vehicles, Power Support, Power Supply, Medical Operations, Water Support 

mailto:barton@vacouncilofchurches.org
http://www.vacouncilofchurches.org/voluntary-organization-active-disaster%3B
http://www.vacouncilofchurches.org/voluntary-organization-active-disaster%3B
mailto:gharden@theplanningcouncil.org
mailto:linda.rubin@vdem.virginia.gov
http://www.vaemergency.gov/node/86
http://www.citizencorps.gov/cert/
http://www.policevolunteers.org/
http://www.firecorps.org/
http://www.medicalreservecorps.gov/HomePage
mailto:jody.herrington@ob.org
http://www.ob.org/


  
 

VACP 
Volunteer Management Annex, Annex G   

Chesapeake Bay Foundation 
Web: http://www.cbf.org/ or 1-888-SAVEBAY 

 

Virginia State Office 

Capitol Place 

1108 E. Main Street, Suite 1600 

Richmond, VA 23219 

Phone: 804-780-1392 
Fax: 804-648-4011 

 

Hampton Roads, Virginia, Office 

3663 Marlin Bay Dr 
Virginia Beach, VA 
Phone: 757-622-1964 

 
 

 
Fax: 757-622-7861 

 
District of Columbia - Federal Affairs Office 

1615 M. Street, NW # 250 
Washington, DC 20036 

Phone: 202-724-7173 
Fax: 202-544-2234 

 

United Way 
 

Virginia United Way Organizations 

Web: http://www.liveunited.org/myuw/local.cfm?id=browsecities&zip=00000&abbr=VA&app 

http://www.cbf.org/
http://www.liveunited.org/myuw/local.cfm?id=browsecities&zip=00000&abbr=VA&app
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Wildlife Rescue and Rehabilitation Volunteer Organization  
 

Virginia Aquarium Stranding Response 

Director: Mark Swingle 
Address: 717 General Booth Blvd Virginia 
Beach, VA 23451 

Phone: 757-385-7575 (Day), 757-385-7576 (After 
Hours) 
Fax: 757-437-4933 
Web: http://www.virginiaaquarium.com/research- 
conservation/Pages/stranding-response- 
program.aspx 
Specialization: Marine Mammals 

 
Virginia Beach SPCA Wildlife Program 

Director: Dig Duvernet 
Address: 3040 Holland Rd 
Virginia Beach, VA 23453 

Phone: 757-427-6387 or 757-485-9933 (Option 2) 

(Option 3) 757-263-4762 
Email: info@vbspca.com 
Web: http://vbspcawildlife.com/ 
Specialization: Regional Wildlife 

Wildlife Response Inc. (Virginia) 

Address: P.O. Box 61858 Virginia 
Beach, Virginia 23466 Phone: 757-
543-7000 
Web: http://www.wildliferesponse.org/ Specialization: 
Regional Wildlife 

http://www.virginiaaquarium.com/research-conservation/Pages/stranding-response-program.aspx
http://www.virginiaaquarium.com/research-conservation/Pages/stranding-response-program.aspx
http://www.virginiaaquarium.com/research-conservation/Pages/stranding-response-program.aspx
http://vbspcawildlife.com/
http://vbspcawildlife.com/
http://www.wildliferesponse.org/
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Appendix C UC Checklist 
 

Incident Name:  Date:   
 
 

PURPOSE: This job aid is intended to aid the Unified Command (UC) in deciding whether or 
not volunteers shall be used during an oil spill event and in what roles they may serve. 

 

REFERENCES: Below is a list of references that may be required while using this job aid: 

Virginia Area Contingency Plan, Volunteer Management Plan. 

 
Volunteer Policy: Volunteers will not automatically be used. The benefit of volunteer efforts 
must be weighed against concerns for volunteer safety. Based on the conditions specific to that 
incident, the UC must determine the suitability of integrating volunteers into an oil spill 
response. 

 
The UC will consider the following factors when considering the use of volunteers: 

□ Primary safety hazards (size, type and toxicity of discharged oil). 

□ Secondary safety hazards (rogue waves, tides, visibility, slips/trips/falls). 

□ OSHA guidance. 

□ Coast Guard Safety Manual. 

□ Incident Site Safety Plan. 
□ Possible cleanup locations. 
□ Logistics and administrative support requirements (training, PPE, multi- 

jurisdictional coordination, public information). 
□ Local government desire/ability to activate an emergency volunteer 

management system (including Volunteer Reception Center, recruiting, 
administering, training, deployment, recovery/decon). 

□ Weather/tidal conditions. 

□ How volunteers can effectively be used in shoreline cleanup. 

Volunteers will normally be used in very low risk activities and only after receiving 
appropriate safety training. Volunteers with documented specialized training will be given 
higher priority for use. 

 
UNIFIED COMMAND Volunteer Decision List: 

• Decision to use volunteers. □ Yes □ No 

• Determine authorized volunteer jobs. (See page 2) 

• Determine method & frequency of volunteer updates to the UC. 

Method:  Frequency:   

• Determine method and time of volunteer information message release: 

Method:  Time:   
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The following are the Volunteer Job Opportunities authorized by the UC for 
  (incident name) event/response. 

 

(Checked boxes indicate the UC authorizations of job for volunteers.) 
 

Public Information Officer (PIO) Support 

 Volunteer Information Brochure distribution 
 

Finance/Admin Section 

 ICP or VRC Volunteer Management Administrative Support 

 ICP or VRC Administrative Support 

 Distribution of Personal Protective Equipment (PPE) 

 Procurement Support 

 Time Unit 
 Volunteer Time and Accounts Specialist 

 

Logistics Section 

 Facility and Site Maintenance* 

 Transport* 

 Carpools* 

 Scheduling 

 Communications 
 

Planning Section 

 Volunteer Training Coordinator 

 Technical Specialist/IT and/or Data Entry Specialist 
 

Operations Section 

 Volunteer Branch Director* 

 Volunteer Group Supervisor* 

 Shoreline Cleanup* 

 Pre-Impact Shoreline Cleanup 

 Wildlife Branch* 

 Strike Team Leader* 
 

*Indicates that person may be exposed to oil or need specific training (i.e. OSHA 
requirements and/or wildlife rehabilitation training). 

 
UC guidance, instructions or restrictions for volunteers: 
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READ THIS ENTIRE POSITION JOB AID BEFORE TAKING ACTION 

 
 

Appendix D Volunteer ICP Position Job Aids 

 

VOLUNTEER UNIT LEADER (VUL) 
 

Report To: Planning Section Chief 

Responsibilities 

A. Review Common Responsibilities in Chapter 2 of the U.S. Coast Guard Incident Management 

Handbook (IMH). 

B. Review Common Unit Leader Responsibilities in Chapter 2 of the IMH. 

C. Monitor work progress and make changes when necessary. 

D. Coordinate with Liaison to keep UC, JIC and Planning Chief apprised of volunteer interest and affected 

area’s political leadership position on use of volunteers. 

E. Be ready to facilitate UC’s decision to use volunteers in capacity determined appropriate. 

F. Coordinate with Liaison and LGR regarding local government unaffiliated volunteer management 

resources. 

G. Coordinate with regional Affiliated Volunteer Organizations (AVO) regarding volunteer information and 

affiliated volunteer management resources. 

H. Coordinate with JIC regarding outgoing volunteer messaging. 

I. Ensure UC Sections, Branches and Units are coordinating with volunteer effort, as appropriate. 

J. Coordinate with Safety Officer to ensure use of volunteers is within OSHA guidelines and 

appropriate training standards are met. 

K. Keep supervisor informed of progress and any changes in status. 

L. Submit situation and resource status information through chain of command as appropriate. 

M. Maintain Unit Log (ICS-214-CG). 

 
Action Checklist 

❑ Check in upon arrival at ICP. 

❑ Report to assigned location to receive briefing by Planning Section Chief, Liaison, VUL, VRC-C and 

AVO-C. 

❑ Review ICS-204, ensure Liaison, VRC-C, AVO-C, and Safety Officer contact information is accurate. 

❑ Ensure you have means to communicate with ICP, EOC, AVOs and/or VRCs. 

❑ Ensure volunteer management system is adequate for influx of volunteers. 

❑ Ensure updated volunteer information is communicated to JIC. 

❑ When appropriate, appoint Deputy and/or Assistant VUL as needed to ensure appropriate span of 

control. 

❑ Review assignments and procedures with subordinates and assign tasks. 

❑ When appropriate, establish communications schedule with members of UC staff. 

❑ Debrief as directed at the end of the shift. 

❑ Report final situation report to Planning Section Chief as appropriate. 
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READ THIS ENTIRE POSITION JOB AID BEFORE TAKING ACTION 

 
 

VOLUNTEER RECEPTION CENTER COORDINATOR (VRC-C) 
 

Report To: Volunteer Unit Leader (VUL) 

Responsibilities 

A. Review Common Responsibilities in Chapter 2 of the IMH. 

B. Review Common Unit Leader Responsibilities in Chapter 2 of the IMH. 

C. Monitor work progress and make changes when necessary. 

D. Keep supervisor informed of progress and any changes to status of VRC resources. 

E. Coordinate local government VRC efforts to ensure unaffiliated volunteer interest is logged and 

managed via VRC outreach systems. 

E. Coordinate activities with AVO-C. 

G. Ensure JIC volunteer message is delivered via VRC outreach. 

H. Ensure appropriate training standards are met at VRC training sessions. 

I. Coordinate with Strike Team Leader to pre-assign and stage volunteers during VRC training to ensure 

volunteers report to appropriate location. 

J. Ensure volunteer logistical support is met by Resource Unit. 

K. Submit situation and resource status information through chain of command as appropriate. 

L. Maintain Unit Log (ICS-214-CG). 

 
Action Checklist 

❑ Check in upon arrival at ICP. 

❑ Report to assigned location to receive briefing by Planning Section Chief, Liaison, VUL, VRC-C and 

AVO-C. 

❑ Review ICS-204, ensure Liaison, VUL, AVO-C, and Safety Officer contact information is accurate. 

❑ Ensure you have means to communicate with ICP, EOC, AVOs and/or VRCs. 

❑ Ensure VRC volunteer management system is adequate for influx of volunteers. 

❑ Ensure updated VRC volunteer information is communicated to VUL. 

❑ Work with Strike Team Leader to ensure assignment location has been conveyed to volunteers & 

transportation is coordinated. 

❑ Review assignments and procedures with VRCs and AVO-C. 

❑ Ensure VRCs have appropriate volunteer logistical support (PPE, food, water) if/when needed. 

❑ When appropriate, establish communications schedule with members of VU staff. 

❑ Debrief as directed at the end of the shift. 

❑ Report final situation report to VUL as appropriate. 
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READ THIS ENTIRE POSITION JOB AID BEFORE TAKING ACTION 

 
 

AFFILIATED VOLUNTEER ORGANIZATION COORDINATOR 
(AVO-C) 
 

Report To: Volunteer Unit Leader (VUL) 

Responsibilities 

A. Review Common Responsibilities in Chapter 2 of the IMH. 

B. Review Common Unit Leader Responsibilities in Chapter 2 of the IMH. 

C. Monitor work progress and make changes when necessary. 

D. Keep supervisor informed of progress and any changes to status of AVO resources. 

E. Coordinate regional AVO efforts to work with local government VRCs and ensure unaffiliated 

volunteer interest is logged and managed via AVO outreach systems. 

E. Coordinate activities with VRC-C. 

G. Ensure JIC volunteer message is delivered via AVO outreach. 

H. Ensure appropriate training standards are met at AVO training sessions. 

I. Coordinate with Strike Team Leader to pre-assign and stage volunteers during AVO training to ensure 

volunteers report to appropriate location. 

J. Ensure volunteer logistical support is met by Resource Unit. 

K. Submit situation and resource status information through chain of command as appropriate. 

L. Maintain Unit Log (ICS-214-CG). 

 
Action Checklist 

❑ Check in upon arrival at ICP. 

❑ Report to assigned location to receive briefing by Planning Section Chief, Liaison, VUL, VRC-C and 

AVO-C. 

❑ Review ICS-204, ensure Liaison, VUL, AVO-C, and Safety Officer contact information is accurate. 

❑ Ensure you have means to communicate with ICP, EOC, AVOs and/or VRCs. 

❑ Ensure AVO volunteer management system is adequate for influx of volunteers. 

❑ Ensure updated AVO volunteer information is communicated to VUL. 

❑ Work with Strike Team Leader to ensure assignment location has been conveyed to volunteers & 

transportation is coordinated. 

❑ Review assignments and procedures with AVOs and VRC-C. 

❑ Ensure AVOs have appropriate volunteer logistical support (PPE, food, water) if/when needed. 

❑ When appropriate, establish communications schedule with members of VU staff. 

❑ Debrief as directed at the end of the shift. 

❑ Report final situation report to VUL as appropriate. 
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READ THIS ENTIRE POSITION CHECKLIST BEFORE TAKING ACTION 

 
 

STRIKE TEAM LEADER (STLCR) 
 

Report To: Operations Branch Director (OPBD) or Division Supervisor (DIVS) 

Responsibilities 

A. Review Common Responsibilities in Chapter 2 of the IMH. 

B. Review Common Unit Leader Responsibilities in Chapter 2 of the IMH. 

C. Monitor work progress and make changes when necessary. 

D. Keep supervisor informed of progress and any changes in status of resources assigned to the Branch. 

E. Coordinate activities with adjacent Strike Teams, Task Forces and single resources. 

F. Ensure assignment location has been conveyed to volunteers and transportation is coordinated. 

G. Retain control of volunteers while in an available status. 

H. Submit situation and resource status information through chain of command DIVS/OPBD/OSC as 

appropriate. 

I. Maintain Unit Log (ICS-214-CG). 

 
Action Checklist 

❑ Check in upon arrival at the staging area. 

❑ Report to assigned location to receive briefing by OPS, OPBD, and/or DIVS as appropriate. 

❑ Review ICS-204; ensure OPBD/DIVS, Safety Officer, and VRC contact information is accurate. 

❑ Ensure you have means to communicate with ICP and/or VRC. 

❑ Ensure assignment location has been conveyed to volunteers & transportation is coordinated. 

❑ Proceed to Volunteer rally point as detailed on ICS-204. 

❑ Conduct roll call of volunteers. 

❑ When appropriate, organize Strike Team to ensure appropriate span of control. 

❑ Review assignments and procedures with subordinates and assign tasks. 

❑ Distributes logistical support (PPE, food, water) if/when needed. 

❑ Establish rest/hydration location at site. 

❑ Establish work/rest schedule for Strike Team. 

❑ When appropriate, establish communications schedule with members of Strike Team. 

❑ Debrief as directed at the end of the shift. 

❑ Report final situation report to OPBD or DIVS as appropriate. 
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VRC Staff Tasks – VRC Director 

 
Your job is to oversee the operation of the Volunteer Reception Center. You will: 

 

• Clearly designate one entrance and one exit. 

• Set up the room for efficient flow of volunteers and information. 

• Brief and assign tasks to staff and volunteers of the center. 

• Monitor the operation and make staffing changes when necessary. 

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

by employees and volunteers. 

• Turn all records in to the County Budget Department weekly or at end of the activation. 

 
You should meet and thank all volunteers who help in the VRC and instruct them to sign in and out on the 
Volunteer Sign-in/Sign-out Record daily. Instruct paid staff to sign in on the Employee Sign-in/Sign-out Record 
daily. In a fast-paced disaster response, both paid and volunteer staff will need regular reminders to sign in and 
out. 

 
Items needed: 

 

• ID Badge 

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

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

• Items on the Supplies and Equipment list 

• Clipboard 
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VRC Staff Tasks – Greeters 
(Station #1, Registration) 

 
 

Ideally you will be working with a partner, orienting volunteers inside and outside the volunteer entrance. 
Your job is to greet people with a friendly and firm demeanor, determine the purpose of their visit and direct 
them accordingly. 

 

• If they are there to volunteer, thank them, give them a “Volunteer Instructions” sheet and ask them to 

fill out a registration form. When the form is completed, direct them to the next available interviewer 

at Station #2. 

• If they are media personnel, direct them to the Public Information Officer. 

• If they are disaster survivors, refer them to the appropriate relief organization. 

• If they are bringing cleaning supplies, nonperishable food, etc., to donate, refer them to an agency 

that is accepting donated goods. 

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

 
Items needed: 

 

• ID badge 

• Sign (Station #1 Registration) 

• Tables, clipboards, and/or chairs for volunteers to use for filling out their forms. 

• Supply of “Volunteer Instructions” handouts explaining the VRC process. 

• Supply of Disaster Volunteer Registration Forms 

• Pens 

• Flag or hat to summon runners 
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VRC Staff Tasks – Interviewers 
(Station #2, Interviews) 

 
 

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

 
When a new volunteer approaches, ask for his/her registration form. With the volunteer, verify its 
completeness and accuracy, and use it as a guide from which to inquire more about the volunteer’s skills. At 
the conclusion of the interview, keep his registration form. When the volunteer accepts an assignment, 
complete a Referral form, filling in all information requested, give it to the volunteer and instruct him to 
report to Data Coordination (Station #3). 

 
Before you signal the Greeter that you are ready for another interview, take a minute to jot down in the “Notes” 
section anything about the volunteer you feel is important and that the volunteer did not include on his 
registration form (a special skill, an obvious physical limitation, etc.) If your center decides to use the blind field 
labeled “Office Use Only*,” check the appropriate box. Place his registration form in the file. 

 
Key points to remember are: 

 

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

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

• Be sure to watch for volunteers who would work well in the Volunteer Reception Center. (It may seem 
self-serving, but if the VRC has sufficient staff and works effectively, the community will benefit!) 

• It is likely that some volunteers will exhibit the stress of the disaster – they may be victims 
themselves. An extra measure of patience and understanding is needed. 

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

*The VRC Director should determine appropriate use of the “Office Use Only” field. It is intended to provide a customizable “blind” 
field in which special information can be noted about volunteers. If, for future referral of that volunteer, it would be helpful to know 
his/her general level of ability to work independently, boxes 1-5 could be coded: 

1. Learns quickly, able to supervise the activities of others; 

2. Would work well independently, good decision making skills; 

3. Needs some supervision and assistance with decision making; 

4. Needs close or constant supervision; and 

5. Has a mental, physical or emotional limitation to consider in making a referral. 
 

Items needed: 

• ID Badge for each interviewer 

• 2-3 tables and 8-12 chairs (see floor plan) 

• Sign (Station #2 Interviews) 

• Supply of Referral forms 

 
 

• Flag or hat to summon runners 

• Pens 

• File for maintaining Volunteer Registration 

Forms in alphabetical order 
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VRC Staff Tasks – Data/Agency Coordinator 
(Station #3, Data/Agency Coordination) 

 
 

When a volunteer brings you his/her Referral Form, pull the corresponding Request for Volunteers Form from 
the file. Enter his/her name and date of the referral on the bottom of the Request Form. Place your initials in 
the appropriate box on his Referral Form. Direct the volunteer to Station #4 for a Safety Briefing. 

 
As you have time, call the agency contact to let them know who or how many volunteers have been referred. 
Confirm with the agency contact whether you should continue referring volunteers or close out the Request. 

 
When a Request has been filled, raise your flag or put on the hat to call a runner and ask him to confirm 
that the request has been removed from the board. 

 

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

 
You may have to call an agency contact to clarify the agency’s Request. When you speak with an agency 
contact, record the information on the Request form in the section called “Follow-up Contacts with Requesting 
Agency.” 

 
Items needed: 

 

• ID Badge for each staff member 

• Sign (Station #3, Agency/Data Coordination) 

• Two tables and four chairs 

• Phone 

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

• Pens 

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

• Flag or hat to summon runners 
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VRC Staff Tasks – Phone Bank Staff 

 
You will be handling two types of calls, those from agencies requesting volunteers and those from people 
wanting to volunteer. The information you record about each call must be complete and in sufficient detail to 
facilitate matching volunteers to the needs. DO take control of each call immediately. It is much more 
efficient to ask the questions in the order in which they appear on the form. (If the caller takes control, you 
will find yourself scribbling in the margins and will not get all the required information). 

 

When an agency calls to requests volunteers, fill out a Request for Volunteers form while you are speaking with 
the agency caller. If there is a computer available for entering the request into a database, Data Entry staff 
should enter the need as soon as possible, or could enter the data directly while speaking to the caller. 

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

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

 

• They may register in person at the VRC and will be given instructions when they arrive. 

• They may register on-line and will be e-mailed regarding possible assignments and given further 
instructions. If the caller represents a group that wishes to volunteer together, ask them to be patient 
while you determine where they can be of most help. It might take one day or several to match a 
volunteer with a need, especially if he/she is coming from out of town. 

 

When a match (a mission) is found for that volunteer, e-mail or call him/her back. Ask him/her to print the 
registration form he/she completed on-line and schedule a time for him/her to come to the VRC to turn in 
his/her signed registration form and complete the registration process. 

 
Items needed: 

 

• An ID Badge for each staff member 

• Sign (Phone Bank) 

• Supply of Request for Volunteers forms 

• Two tables and four chairs 

• Phones 

• Pens 

• Flag or hat to summon a runner 
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VRC Staff Tasks – Data Entry 

 
Your job is to enter the information from the Volunteer Registration and Request for Volunteers forms into the 
database so that an accurate record can be maintained of who participated in the recovery effort, what kinds of 
work they did and when it was performed. 

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

 
Even if you are familiar with the software being used by the VRC, please ask for a brief orientation before 
beginning your first shift. Accuracy is more important than speed. The information you enter will be used to 
document the number of agencies and volunteers participating in the relief effort and the number of hours 
served. 

 

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

 
Items needed: 

 

• ID Badge 

• Table and chairs 

• Printer 

• Pens 

• Flag 

• One or more computers (multiple computers should be networked to provide all users access to 
information on the status of volunteer requests and the availability of volunteers.) 
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VRC Staff Tasks – Safety Trainers 
(Station #4, Safety Briefing) 

 
 

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

 

Read the entire Safety Training sheet slowly, emphasizing the importance of following supervisors’ instructions 
at the worksite. Encourage everyone to attend a debriefing, if available, at the end of their shift. Ask if there are 
any questions. If a question arises to which you do not know the answer, put on the hat to summon a runner. 
Ask the runner to summon the VRC Director or other VRC staff to answer the question. At the conclusion of 
the briefing, direct volunteers to Station #5 Volunteer ID. 

 
Attach a copy of the safety briefing script/handout to the attendance sheet for each class, file them in the folder 
and turn them in to the VRC Director daily. 

 

Maintenance of these records is critical to help protect the Volunteer Reception Center, voluntary agencies and 
emergency management officials from liability, should a volunteer be injured on the job. 

 
Items needed: 

 

• ID Badge 

• Sign (Station #4, Safety Training) 

• 10 or more chairs, preferably in a semi-circle so everyone is facing the trainer 

• Clipboard with attendance sheets 

• Pen 

• Stapler 

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

• Supply of Safety Training handouts 

• Flag or hat to summon runners 
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VRC Staff Tasks – Volunteer ID Staff 
(Station #5, Volunteer ID) 

 

 
Thank all volunteers for coming out and ask to see their Referral forms. Clearly write on an ID wristband the 
name of the volunteer, dates he/she will be working, and the name of the agency to which the volunteer was 
referred, as shown on their Referral form. Place the ID wristband securely on the volunteer’s wrist. 

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

 

Some volunteers will be required to take additional training for their particular work. When your 
briefing is concluded, direct those volunteers to Station #6, where specific job training is being 
provided. Direct all others to the exit or to the transportation to their work sites. 

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

needed: 

• ID Badge 

• Two tables and four chairs 

• Sign (Station #4, Volunteer ID Tags) 

• Supply of volunteer ID wristbands 

• Fine point permanent markers 

• Scissors 

• Flag or hat to summon runners 
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VRC Staff Tasks – Runners 

 

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

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

 
One Runner should be stationed at the board on which Requests for Volunteers are posted. As a volunteer 
is referred, place a tally mark or otherwise indicate next to that request the number of volunteers referred. 
This prevents referring too many volunteers to a request. 

 
Runners posting new Requests for Volunteers on the board, should use only the markers provided and write 
neatly and large enough so that the interviewers can see the requests clearly. After posting the request on the 
board, give the Request form to the Data Coordinator (Station #3). 

 

Items needed: 

 
• ID Badge 

• Dry erase marker or water-soluble marker (Dry erase markers should not be used on a 

laminated “portable white board.”) 

• Dry eraser or damp sponges 
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VRC Staff Tasks – Public Information Officer 
(Public Information Table) 

 
 

Your task is to work with any members of the media that come to the Volunteer Reception Center (VRC). 
If/when media arrive, greet them, and explain the process of the VRC. Have information available on when the 
VRC was established, how many volunteers have been processed, and which organizations are receiving 
volunteers. If they wish to speak with a volunteer, approach the volunteer for them and ask if they are willing 
to speak to the media. Provide a more private area where the interview can take place. 

 

Items needed: 
 

• ID Badge 

• Sign (Public Information) 

• Table near the door for Public Information Office 

• Public messages/brochures that are being distributed in the community about the incident and/or 

VRC. 
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Appendix G Draft Media Release 

   Coast Guard, local agencies continue oil spill clean-up efforts 

CITY, State – An aggressive clean-up operation is underway in response to the approximate 
[amount] oil spill at [location] to secure the source, contain and recover the spilled oil, as well as 

ensure that the environment is minimally impacted. The Coast Guard, along with our partners, is 
appreciative of the overwhelming offers for support to the community. We appreciate the public’s 
desire to volunteer and understand their concern. We have provided some useful guidelines for the 
public with regards to clean-up efforts. 

 

• Since safety of the public and incident responders is our number one priority, the public is 
advised to avoid contact with the oil and keeps pets on leashes away from beaches or areas 
where the product has accumulated, as their presence can hamper clean-up efforts and 
increase danger factors. 

 

• Wildlife impacted by oil will beach themselves in order to warm up and rest. When wildlife 
sees people and pets on the beach, they perceive them as predators and will likely return to the 
water where hypothermia and re-oiling may occur. Therefore, the public should not to attempt 
to rescue oiled wildlife. Untrained individuals who attempt to rescue wildlife may cause the 
animal more harm than good and may injure themselves in the process. If oiled animals are 
scared back into the water by pets or people, their chances of survival decrease dramatically. 

 

• Tri-State Bird Rescue and Research is the lead wildlife agency, their trained volunteers and 
staff are the only ones authorized to rescue and care for oiled wildlife. 

 

• The public can best assist by reporting oiled wildlife by calling 1-800-XXX-XXXX. (confirm 

hotline number with VUL and Wildlife Branch)  
 

• The responsible party (the spiller) is required to pay for the cleanup. They provide the 
cleanup contractors, referred to as Oil Spill Response Organizations (OSROs), to recover 
the spilled oil and clean up oiled shorelines. The personnel who conduct this work have 
received specialty training in hazardous materials handling and disposal. 

 

• Trained crews are instructed in how to dispose of the oil and oily materials. The 
recovered oil must be carefully quantified to determine how much was removed from the 
environment. Then it is transported to a hazardous materials landfill or recycled. When 
oil is disposed of improperly, such as in household or public receptacles, this may lead to 
contamination of municipal water supplies. 

 

• Volunteers must first register before participating in a spill response. They must be at 
least 18 years, in good health, capable of lifting 25-35 pounds and able to follow both 
written and oral directions. They must also be willing to attend any necessary training. 

 

• A volunteer can either be pre-trained or come forward during a spill event with no 
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prior oil spill volunteer experience. Each spill response is unique, and the skills needed 
may be somewhat different each time. 

 
• Volunteering will not typically involve cleaning up oil. Oil is a toxic substance and 

dangerous if handled or disposed of improperly. Only trained personnel are authorized to 
conduct oil spill clean-up. 

 

• However, there are many other important tasks that may require volunteer assistance: 
(check with VUL prior to specifying volunteer tasks) 

o Pre-Impact Shoreline Cleanup 

o Facility and Site Maintenance 

o Public Information Support 

o Transporter 
o Shoreline Monitor 
o Emergency Volunteer Center or Command Post staff support (receptionist, 

phone bank, runner, clerical, communications, database and IT specialists, 
etc.) 

 

• In order to keep the public informed about possible volunteer opportunities, a 
Volunteer Hotline has been established at 800-XXX-XXXX. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Appendix H Draft ICS-204 
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1. Incident Name 2. Operational Period (Date/Time) 

From: To: 

Assignment List 
ICS 204-CG 

\3. Branch 

Emergency Response Branch 

4. Division/Group/Staging 

Pre-Impact Shoreline Cleanup Group 

5. Operations Personnel Name Affiliation Contact # (s) 
 

Operations Section Chief: LCDR XXXXX USCG (757) 633-0526 
 

Branch Director:    

Division/Group Supervisor/STAM:    

6. Resources Assigned “X” indicates 204a attachment with additional instructions  

Strike Team/Task Force/Resource 

Identifier 
Leader Contact Info. # 

# Of 

Persons 

  

Reporting Info/Notes/Remarks 

Shoreline Crew #1 M.R. Pelican (757) 555-5555 20 Provide progress report every 2hrs 

 

 

      

 

      

 

      

 

      

 

      

 

      

 

      

 

      

 

      

 

      

 

7. Work Assignments 

(a) Assist shore teams to remove litter from shorelines at probable risk for oil spill impact 

(b) Move naturally occurring materials (driftwood, beach wrack) to above the high tide line. 

(c) May also be asked to mark/flag animal carcasses already on shoreline, or also move them to above the high tide line. 
(d) Provide records, including photos or sketches, of original positions of driftwood, wrack, and carcasses. 

(e) If shorelines escape impact, or after oil spill cleanup has occurred, work with UC authorized teams to replace wrack to original positions. 

8. Special Instructions 

(a) Use caution when working in various shoreline terrains (mud, sand, brush) and in a variety of weather conditions. 
(b) Ensure that you are properly protected from the sun and heat by wearing sunscreen, hat, and drinking plenty of water. 
(c) Only clean in areas which have been approved to ensure the protection of natural resources such as nesting birds and sensitive environmental 

areas. 
(d) If you encounter oil or injured wildlife do not approach, notify your Group Leader who will report it to the Emergency Response Branch to determine 

follow-up actions. 

9. Communications (radio and/or phone contact numbers needed for this assignment) 

Name/Function Radio: Freq./System/Channel   Phone Cell/Pager    

 
     

 
     

 
     

 

Emergency Communications 

Medical  Evacuation  Other    
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10. Prepared by: Date/Time 11. Reviewed by (PSC): Date/Time 12. Reviewed by (OSC): Date/Time 
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ASSIGNMENT LIST (ICS 204-CG) 

Purpose. The Assignment List(s) informs Division and Group supervisors of incident assignments. Once the Unified 
Command and General Staff agree to the assignments, the assignment information is given to the appropriate Divisions 
and Groups. 
Preparation. The Assignment List is normally prepared by the Resources Unit, using guidance from the Incident 
Objectives (ICS 202-CG), Operational Planning Worksheet (ICS 215-CG), and the Operations Section Chief. The 
Assignment List must be approved by the Planning Section Chief and Operations Section Chief. 
When approved, it is included as part of the Incident Action Plan (IAP). Specific instructions for specific resources may 
be entered on an ICS 204a-CG for dissemination to the field. A separate sheet is used for each Division or Group. The 
identification letter of the Division is entered in the form title. Also enter the number (Roman Numeral) assigned to the 
Branch. 
Special Note. The Assignment List, ICS 204-CG submits assignments at the level of Divisions and Groups. The 
Assignment List Attachment, ICS 204a-CG shows more specific assignment information, if needed. The need for an ICS 
204a-CG is determined by the Planning and Operations Section Chiefs during the Operational Planning Worksheet (ICS 
215-CG) development. 
Distribution. The Assignment List is duplicated and attached to the Incident Objectives and given to all recipients of the 
Incident Action Plan. In some cases, assignments may be communicated via radio/telephone/fax. All completed original 
forms MUST be given to the Documentation Unit. 

Item # Item Title Instructions 
1. Incident Name Enter the name assigned to the incident. 

2. Operational Period Enter the time interval for which the form applies. 
3. Branch Enter the Branch designator. 

4. Division/Group/Staging Enter the Division/Group/Staging designator. 

5. Operations Personnel Enter the name of the Operations Chief, applicable Branch Director, and 
Division Supervisor. 

6. Resources Assigned Each line in this field may have a separate Assignment List Attachment (ICS 
204a-CG). Enter the following information about the resources assigned to Division or 
Group for this period: 

Identifier List identifier 
Leader Leader name 
Contact Information Primary means of contacting this person (e.g., radio, phone, pager, etc.). Be sure to 

include area code when listing a phone number. 
# Of Persons Total number of personnel for the strike team, task force, or single resource 

assigned. 

Reporting Info/Notes/ Special notes or directions, specific to this strike team, task force, or single Remarks
 resource. Enter an "X" check if an Assignment List Attachment (ICS 204a-CG) 

will be prepared and attached. The Planning and Operations Section Chiefs determine 
the need for an ICS 204a-CG during the Operational Planning Worksheet (ICS 215-
CG) development. 

7. Work Assignment Provide a statement of the tactical objectives to be achieved within the 
operational period by personnel assigned to this Division or Group. 

8. Special Instructions Enter a statement noting any safety problems, specific precautions to be 
exercised, or other important information. 

9. Communications Enter specific communications information (including emergency numbers) for this 
division /group. If radios are being used, enter function (command, tactical, support, 
etc.), frequency, system, and channel from the Incident Radio Communications Plan 
(ICS 205-CG). Note: Phone numbers should include area code. 

10. Prepared By Enter the name of the person completing the form, normally the Resources Unit Leader. 
Date/Time Enter date (month, day, year) and time prepared (24-hour clock). 

11. Reviewed by (PSC) 
Date/Time Enter date (month, day, year) and time prepared (24-hour clock). 

12. Reviewed by (OSC) Enter the name of the operations person reviewing the form, normally the 
Operations Section Chief. 

Date/Time Enter date (month, day, year) and time prepared (24-hour clock). 
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Appendix I ACRONYMS 
 

ACP – Area Contingency Plan 

AVO – Affiliated Volunteer Organizations 

ASAP – As Soon As Possible 
 

CBO – Community Based Organization 
CERT – Community Emergency Response Team 
CFR – Code of Federal Regulations 
COVEOP – Commonwealth of Virginia Emergency Operations Plan 

 

DECON – Decontamination 
DFG – Department of Fish and Game 
DIV – Division 
DIVS – Division/Group Supervisor 

 

EMS – Emergency Medical Services 
EOC – Emergency Operations Center 
ESF – Emergency Support Function 

 

FOBS – Field Observers 
FOSC – Federal On-Scene Coordinator 
FSC – Finance/Administration Section Chief 

 
GIS – Geographic Information System 

 
HAZCOM – Hazard Communications 
HAZMAT – Hazardous Materials 
HAZWOPER – Hazardous Waste Operations and Emergency Response 

 
IAP – Incident Action Plan 
IAW – In Accordance With 
IC – Incident Commander 

ICP – Incident Command Post 

ICS – Incident Command System 

IMH – Incident Management Handbook 

IMT – Incident Management Team 

IT – Information Technologist 
 

JIC – Joint Information Center 
 

LCP – Local Contingency Plan 
LGR – Local Government Representative 
LNO – Liaison Officer 
LOSC – Local On-Scene Coordinator 
LSC – Logistics Section Chief 
 
MDE – Maryland Department of the Environment 
MOU – Memorandum of Understanding 
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NCP – National Oil and Hazardous Substances Pollution Contingency Plan 

NGO – Non-Government Organization 

NPREP - National Preparedness for Response Exercise Program 

NRDA – National Resource Damage Assessment 

NRT – National Response Team 
 

OES – Office of Emergency Services 

OJT – On-the-Job Training 

OPBD – Operations Branch Director 

OPS – Operations 

OSC – Operations Section Chief 

OSHA – Occupational Safety and Health Administration 
OSLTF – Oil Spill Liability Trust Fund 
OSRO – Oil Spill Removal Organization 

 

PEL – Permissible Exposure Limits 

PIO – Public Information Officer 

PPE – Personal Protection Equipment 

PSC – Planning Section Chief 

 
Reps – Representatives RESL – 
Resource Unit Leader RP – 
Responsible Party 

RPIC – Responsible Person Incident Commander 

RP/UC – Responsible Party/Unified Command 
 

SCKN –Status/Check-in Recorder 

SOFR – Safety Officer 

SOSC – State On-Scene Coordinator 

SPCA – Society for the Prevention of Cruelty to Animals 

SSHP – Site Safety and Health Plan 
STAM – Staging Area Manager SITL 
– Situation Unit Leader STLCR – 
Strike Team Leader 

 

UC – Unified Command 
 

VC – Volunteer Coordinator 

VDEM – Virginia Department of Emergency Management 
VDEQ – Virginia Department of Environmental Quality 
VOAD – Voluntary Organizations Active in Disaster 

VOL – Volunteer 

VMP – Volunteer Management Plan 

VRC – Volunteer Reception Center 

VRC-C – Volunteer Reception Center Coordinator 

VU – Volunteer Unit 
VUL – Volunteer Unit Leader 
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