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INTRODUCTION

Authority

See County Emergency Operation Plan

Purpose

This annex establishes an organizational structure and process by which Blank County can access and manage donation and volunteer resources for community-wide disaster response, relief and recovery efforts.  When managed appropriately, volunteers and donations provide valuable and cost-effective resources to the community.
Scope

This Volunteer and Donations Management Annex is designed for use by Blank County during all phases of emergency management for all hazards.  This annex is intended to be scalable to the appropriate size for any given disaster. 
This annex will address situations and assumptions, outline the concept of donation and volunteer operations, and catalog responsibilities for coordinating the efforts of volunteer groups and local government to manage volunteers and donations in the aftermath of a disaster.
Policies
· This Annex does not affect the established procedures of any agency or organization regarding their respective procedures for management of volunteers and/or solicited goods. 
· Blank County Emergency Management Agency’s role in this annex is a coordinator of goods and services, volunteers are directed through partnering voluntary agencies in order to provide the most efficient and effective use of the volunteer services available.
· Blank County is in no way responsible for the actions or conduct of the volunteers, who should be screened by the volunteer coordinator to be placed in an appropriate assignment.
· Volunteers are expected to accept the obligation to “do no harm.”
· Any local affiliated organization that has a parent organization responding to a local disaster will fall under the guidance of the parent organization. 

· Requesting agencies incur expenses associated with the request for volunteer or donations support. 

· Those expenses may be reimbursed if the event is a presidentially declared disaster. 

· Requesting agencies are responsible for accurate record keeping and applying for reimbursement. 
SITUATION AND ASSUMPTIONS

Situation

Volunteers and donations represent a potential resource to a community affected by a disaster, whether of natural or man-made origin. However, volunteers who respond spontaneously and without appropriate training and qualifications can easily overwhelm the capabilities of local government and other agencies.  Similarly the amount of donations offered could be sizable and may pose extreme difficulties in receiving storing, securing, sorting, transporting, accounting for, and distributing the donations to the disaster survivors.

With a system in place for receiving and distributing donations, and receiving and referring spontaneous volunteers, local government and relief organizations can capture this valuable resource and thus provide more efficient and cost-effective service to the community.
Assumptions
Volunteers
· Spontaneous and affiliated volunteers will come forward to assist in a disaster.

· The restoration of basic infrastructure must be considered when mobilizing and assigning volunteers.

· Most people who spontaneously volunteer following a disaster/event will not know where to go or how to become engaged.

· Affiliated volunteer organizations actively recruit and train volunteers before an incident to perform tasks that may be assigned.

· Blank County may delegate some of its volunteer coordination responsibilities to a volunteer center or other organization through its Emergency Operations Plan or through the action planning process during response and recovery operations.

· Volunteers and service program members that have pre-disaster training and are affiliated with a government agency or NGO such as the American Red Cross will report to their respective agency or organization at the time of a disaster as previously arranged.

· The first priority in an emergency or disaster is to utilize volunteers that are affiliated with this county.

· All unaffiliated volunteers will be considered and processed as spontaneous volunteers.

· Blank County is responsible for interviewing, screening, registering, training and the safe supervision of any volunteers that it involves in its own disaster operations. This is for the protection of both the volunteer and the jurisdiction.

· Likewise, NGOs and National Service Programs that involve volunteers in their own operations are responsible for interviewing, screening, registering, training and the safe supervision of those volunteers.

Donations

· Should a disaster occur, donations may be given and delivered to Blank County whether or not they are requested.  In large quantities such donations may overwhelm the capability of the local community to handle and distribute them.

· In a major disaster affecting Blank County, local government and local volunteer groups may be adversely affected and may not be able to cope with sizable flow of donations.

· Donated goods may be offered to volunteer organizations or local government or they may be simply dropped off at the appropriate location.

· Many individuals or organizations donate items that are not needed by disaster victims or offer services that are not needed in the recovery process.  Receiving and sorting unneeded goods or hosting volunteers who do not have needed skills wastes valuable resources; disposing of large quantities of unneeded goods can be a lengthy and costly process.

· Blank County may delegate donations coordination responsibilities to a community based organization through its Emergency Operations Plan or through the action planning process during response and recovery operations.

· In some cases the amount of donations received by a community may relate more to the media attention of the event receives than the magnitude of the disaster, or number of survivors.

· The problem of unneeded donations can be reduced, but not eliminated, by developing and maintaining a current list of disaster needs, screening donation offers, and providing information to potential donors through the media on current needs and those items and services that are NOT required.

· Most personal donations are given little expectation of return other than the personal satisfaction of giving and perhaps some acknowledgement of thanks.  However, some donations may be unusable, have “strings attached,” or not really be donations at all.  They may:

· Be given with an expectation of some sort of repayment, publicity, or tax write-off.

· Be items that are out-of-date (food or pharmaceuticals), unusable (broken furniture, dirty or torn clothing), or unsuitable (food that requires refrigeration, winter coats in august).

· Be offered in limited quantity as a show of “association” with government or disaster relief as a basis for future advertising or publicity.

· Be offered at a “discount” to disaster survivors, with any real savings being minimal or nonexistent.

· Be provided illegally as a ruse in a fraudulent process to obtain money from disaster survivors.

· Donated goods may arrive in the local area without warning, day or night.  Delivery drivers will want to know where they should deliver their load and who will unload it.  They typically want their cargo off-loaded quickly so they can minimize downtime.

· Donations will frequently arrive unsorted and with minimal packaging and markings.  Donations may be packed in boxes, crates, barrels, or garbage bags; some may be in bins or on pallets.  When such goods are received, they must typically be sorted, repackaged, and labeled, temporarily stored, and then transported to distribution points to be picked up by disaster survivors.

· Donors may want to:

· Know what is needed in the local area—cash, specific goods or services.

· Know how they should transport their donation to the local area, or if there is someone who can transport it for them.

· Start a “drive for donations” to help disaster survivors, but have no knowledge of what to do and how to do it.

· Have their donation received by a local official and/or receive a letter of appreciation or public recognition.

· Disaster Survivors may:

· Desire immediate access to donations before they are sorted and ready to be disseminated at appropriate distribution points.

· Believe that the donations have not been or are not being distributed fairly if they do not have information on the process of distributing donations.

· Have unmet needs which may or may not be satisfied by additional donations.

ROLES AND RESPONSIBILITIES
	Primary
	1. Blank County EMA
2. Blank County CERT (Volunteers)

3. Blank County COAD (Donations)


	Support
	1. Adventist Disaster Response
2. American Red Cross
3. Blank County Volunteer Center
4. Blank County Collaborative
5. Blank County United Way
6. Blank Local Church 
7. The Salvation Army


Primary Coordinators
Blank County EMA 

· Managing the event as a whole from the County EOC. 
· Determine the need to activate this Volunteer and Donations Annex during a disaster.  
· Make final decisions on location and activation of facilities including:  Volunteer reception center and multi-agency warehouse, and council partners on locations for distribution sites.
· Provide a liaison or chair in EOC for a liaison to volunteer and donation management operations.
· Coordinate press releases for both volunteer reception center and donations management program to be finalized with county PIO.
Blank County CERT 

· Coordinate activation, implementation and demobilization of volunteer reception center with the Blank County EMA.

· Develop and maintain a standard operating guide for operation of the volunteer reception center.

· Prepare pre-scripted public messages, concerning the need for volunteers, for all media types, and be prepared to adapt them quickly and publish in a disaster

· Coordinate with other agencies and organizations for maximum utilization of limited volunteer resources

· Determine the need to establish volunteer field check in posts, team leaders/escorts.

· Ensure that communication systems are redundant to operate volunteer reception center

· Develop plans for transporting, housing, and feeding volunteers if needed.

· Coordinate volunteers and service programs to assist the efforts of governmental agencies, donations management program and NGOs throughout the affected communities

Blank County COAD (Community Organizations Active in Disaster)

· Provide and update a listing of non-profit, faith-based, and business organizations in the community that typically respond to disasters.
· Ensure that this annex is current with a volunteer coordinator and a donations coordinator appointed, and that partner organizations are prepared and trained on their responsibilities.
· Identify and keep current a list of possible VRC and distribution sites in the county.
· Host a conference call with community partners to help disseminate information and coordinate organizations helping in the response and recovery.
· Coordinate and communicate updates and issues between the DOO, VRC, and EOC.
· Identify organizations able to receive spontaneous volunteers.
Support Organizations







Adventist Disaster Response
· Will manage state multi-agency warehouse per MOU with GEMA.
· Provide staff and expertise in management and operation of donations warehouses and distribution sites.
· Provide accountability for all donated goods routed through ADR warehouses and distribution sites.  Provide a full written report tracking donations from donors to recipients. 
American Red Cross (ARC)

· Continue to manage and administer volunteer/recruitment/training/assignment programs.
· Offer next available training to spontaneous volunteers.
· Provide an outlet for spontaneous volunteers during time of a disaster.
· Ability to open and operate  X distribution site(s), with trained volunteers.
United Way/211

· Provide an outlet for spontaneous unaffiliated volunteers during time of disaster to make known their interest in volunteering; 

· Provide platform for NGOs and governmental agencies to make volunteer needs known; 

· Provide a means of collecting/sorting volunteer information that can be used by NGOs. 

· Provide a temporary Volunteer Reception Call Center
· Partner with Blank County EMA, VC, and DC to develop a standard script for directing volunteers calling in. 
· Responsible for the distribution of donated monies to organizations in needed during and post disaster, using their established policy and procedures.  

Blank County Volunteer Center

· Assist in Volunteer recruiting and coordinating.

· Provide (Facility) at (Location) to serve as a VRC.

Blank County Collaborative

· Provide supplies for the VRC, Warehouse, and Distributions sites as agreed.

· Provide trained staff for the VRC, Warehouse, and Distributions sites during all operating hours as agreed.

Blank County Local Church/Ministers Association

· Maintain a database of available organized groups of volunteers and the services they offer.  

· Provide organized volunteer groups to assist throughout the Blank County where needed.  

· Coordinate response from other faith based organizations. 
CONCEPT OF OPERATIONS

Incident Command System (ICS)

The Volunteer and Donations Management Annex is consistent with the National Incident Management System (NIMS) and the Incident Command System (ICS). Within the ICS structure, Volunteer and Donations Management falls under the Personnel Unit of the Logistics Section. 

[insert jurisdiction’s ICS chart indicating where volunteer management resides]
Operational Elements

Volunteer and Donations Liaison  The Volunteer and Donations Liaison will communicate and coordinate efforts from the County EOC between local government, the donations operations office, and the VRC.  Blank County COAD has agreed to perform this function.
Volunteer Coordinator (VC)/VRC Director  The Volunteer Coordinator will coordinate the efforts of affiliated and unaffiliated volunteers.  The VC may also act as the VRC director, and oversee the operation of the VRC.  Blank County CERT has agreed to perform this function 
Phone Bank Coordinator  The phone bank coordinator will supervise a centralized phone bank for volunteers and donations or multiple phone banks in the VRC and DOO.  Blank County United Way has agreed to perform this function.
Donations Coordinator (DC)  The DC shall coordinate the donations management efforts of volunteer groups and local government.  The Blank local COAD organization has agreed to perform this function.
Donations Management Council (DMC)   The DMC provides policy guidance and general direction for the donations program.  Oftentimes the core of the Council is comprised of local volunteer agencies (VOLAGs) such as the American Red Cross (ARC), The Salvation Army (TSA), Adventist Community Service (ACS), The United Way, Food Banks or other VOLAGs the DC may deem necessary.  A representative from the Blank County Emergency Management Agency will be a member of this Group.  The DC is responsible for organizing the DMC and normally chairs the Group.  When a disaster has occurred, the DMC should meet regularly to address policy issues and coordinate the solution to major challenges.
Operating Units

Volunteer Reception Center  
The chief method for coordinating volunteers is the Volunteer Reception Center (VRC). The VRC can be set up as a walk-in center, a phone bank, an online process, or a combination of two or more of these strategies. (See Attachment 2:  VRC Standard Operating Guide)
Because disasters vary in terms of their size, scope, duration, intensity and consequences, the choice of activation levels and sequencing of activation levels should be tailored to the incident, as well as to the resources available.

Through the VRC, each prospective volunteer is referred, based on the volunteer’s qualifications and availability, to an appropriate volunteer opportunity in either local government operations or an NGO.  Blank County CERT has agreed to perform this function.
Phone Bank  
A phone bank will need to be established to accommodate those wanting to volunteer or donate goods.  A phone bank can be set up in conjunction with a VRC or DOO or both.  Blank county United Way has agreed to perform this function.
Donations Operations Office DOO  
The DOO coordinates operation of the donations management program in the aftermath of a disaster.  The DC will determine its location with input from the DSG.  Blank County COAD has agreed to perform this function.  Further, it will:
· Maintains a Current Donation Needs List (see Attachment 1’s appendix), if necessary, and handles phone responses and refers monetary donations to the appropriate agency.

· Handles correspondence related to the donations management program.

· Ensures an appropriate accounting and disbursing system is established for any monetary donations received.

· Works closely with the Public Information Officers (PIOs) to ensure donation needs, information on the availability of donated goods, and pertinent information on the operation of the donations management program is provided to the media for dissemination to the public.

Multi-Agency Warehouse MAW  
An MAW may be established to receive, sort, organize, repackage if necessary, and temporarily store donated and other goods and then transport them to Distribution Points where victims can pick them up.  For an example of floor/area plans see Appendix 1.  It is normally located in close proximity to the disaster areas and is operated by volunteer workers.  
Because of their expertise in warehouse management, the Adventist Community Services (ACS) has an agreement with GEMA to operate any MAW’s opened in conjunction with the state.  

Distribution Sites  
Distribution Sites are facilities which ready-to-use goods or other assistance will be provided to disaster victims.  Distribution sites are typically operated by Local CBOs, Churches, and VOADs.  Distribution Sites are generally located in proximity to areas where disaster victims are living.  They may be housed in facilities owned by volunteer groups or local government or in donated space.  See Attachment 1 for information on the operation of Distribution Points.   
ACTIONS BY PHASE
Immediate Response Period 

Planning Considerations
· Damage to local infrastructure may affect the ability to utilize and deploy volunteers and coordinate donations immediately following an incident.

· Spontaneous volunteers and donations will begin showing up at government buildings, command posts, and disaster areas.

· Spontaneous distribution sites will emerge most likely at churches.

· Donated goods will start to be collected and arrive at churches, schools, and government buildings.
Objectives and Tasks

· Disseminate public information about donation needs, warehouse locations, volunteering and the VRC as appropriate and based on need and situation.  Consider the need of the following:

· Press release to county newspapers, radio, TV.

· Press release on county website 

· Use of social media to give up to date information on volunteering.

· Determine the county’s capacity for coordinating and managing volunteer operations

· Begin identifying the need for volunteers and donations based on the scope, location, and likely duration of the response operations.

Operational Priorities

· Life safety and Search and Rescue.  Limit access to areas that are unsafe or vulnerable.

· Damage assessment and identification of needs.

· Activate Blank County volunteer and donations management annex.

· Designate locations for VRC, Warehouse, and distribution sites and funnel resources accordingly through use of media, signs, and field staff.

Response Period 

Planning Considerations

· Some volunteer organizations demobilize, while others continue to join the response operations. 
· VRC(s), warehouse, and distribution sites are operational.

· Spontaneous volunteers and unsolicited donations continue to show up at government facilities.

· The number of spontaneous volunteers and donations will likely peak during this period.

· The number of volunteers and donations available may outweigh the opportunities to utilize them effectively.

· Consider recruiting volunteers and/or volunteer organizations with particular skills and areas of expertise.
Objectives and Tasks

· Coordinate and manage volunteer and donations activities from the EOC.

· Gather information about volunteer and donations activities.

· Identify volunteer organizations and the services they can provide to determine which organizations the county will request assistance from.
· Disseminate public information about volunteers and donations, the VRC, warehouse and distribution sites.  Highlight any county needs.

Operational Priorities
· Ensure adequate staff and organization for weekend volunteer days.

· If the event is federally declared use the Disaster Recovery Center (DRC) and FEMA Consumer Relations Department to disseminate forms and information about volunteers and donations.
Recovery Period 

Planning Considerations

· Many affiliated volunteers and volunteer organizations begin to demobilize.

· The amount of donations will decrease

· Distribution sites will start closing.  VRC and warehouse may begin to demobilize.  
· Consider the need for specialized expertise from volunteers and volunteer organizations.

Objectives and Tasks

· Continue gathering information about volunteer involvement and activities.

· Determine and coordinate ongoing needs for volunteer resources.
· Continue to assess and monitor the situation giving press updates.
· Disseminate public information about volunteering and volunteer needs.

· VRC and Warehouse will coordinate turning over volunteer and donation operations to the COAD and LTRC.
Operational Priorities

· Utilize volunteer organizations and solicit donations that are needed during the recovery phase.
· Turn over any outstanding needs cases and volunteer recruitment/coordination to the County COAD or Long Term Recovery Committee (LTRC).
· Demobilize VRC and Warehouse.
ADMINISTRATION & SUPPORT

Reporting

During emergency operations, the Donations Operations Office compile and provide a daily summary of significant donations management activities to the EOCs for use in staff briefing and inclusion in periodic Situation Reports.
Records

· Activity logs - Each operating unit should maintain a log of major activities at that facility.

· The DMC and the VC may each appoint a secretary to provide a written record of the policies formulated and activities undertaken at meetings of the Group.  The VC and DC should maintain those records.

· Documentation of costs – Expenses incurred in operating the donations management system are generally not recoverable.  However, in the event local, state and/or federal reimbursement is considered, accurate records would need to be provided.  Therefore, all government departments and agencies should maintain records of personnel and equipment used and supplies consumed during donations management operations.

Post Incident Review 

See Blank County Emergency Management Plans.
Training and Exercises
The VC and DC should attend training in volunteer and donations management respectively.  The Georgia Emergency Management Agency offers such training periodically at the Georgia Public Safety Training Center.  The Adventist Disaster Response also offers donations management training.  Donations management facilities including distribution sites and warehouses are responsible for providing on-the-job training for individuals who will be working in their facilities.
Local drills, tabletop exercises, functional exercises, and full-scale exercises should periodically include a donation management scenario based on the anticipated hazards that could be faced by this jurisdiction.
Mutual Aid

Blank County may request mutual aid from other jurisdictions for staffing and other resources to assist with volunteer management operations. Requests are channeled through the EOC in accordance with this jurisdiction’s mutual aid policies and procedures.

ANNEX DEVELOPMENT AND MAINTENANCE
This Volunteer and Donations Management Annex is developed under the authority of the Blank County EMA.  Blank County EMA, with input from primary and support organizations, is responsible for developing, maintaining, drafting revisions to, and distributing the plan consistent with the jurisdiction’s schedule for updating the Emergency Operations Plan. The plan may also be modified as needed after an incident, exercise or changes in procedures, law, rules or regulations pertaining to volunteer and donations management. 
Individual organizations assigned responsibilities in this annex are responsible for developing and maintaining appropriate standard operating guidelines to carry out those responsibilities.

EXPLANATION OF TERMS AND REFERNENCES
Definitions

· A volunteer is someone who willingly provides his/her services without receiving financial compensation.

· A spontaneous volunteer is an individual who comes forward following a disaster to assist a governmental agency or NGO with disaster-related activities during the response or recovery phase without pay or other consideration. By definition, spontaneous volunteers are not initially affiliated with a response or relief agency or pre-registered with an accredited disaster council. However, they may possess training, skills and experience that can be useful in the relief effort. Spontaneous volunteers may also be referred to as unaffiliated, spontaneous unaffiliated and convergent volunteers.

· An affiliated volunteer is one who is affiliated with either a governmental agency or NGO and who has been trained for a specific role or function in disaster relief or response during the preparedness phase. While spontaneous volunteers may bring needed skills and resources, affiliated volunteers will most likely be used first in a disaster. Examples of affiliated volunteer groups include Community Emergency Response Teams (CERT), the Georgia Baptist Convention Disaster Relief (GBC), the Volunteers in Police Services (VIPS) program, and Search and Rescue teams. The category of affiliated volunteers may be further broken down as follows:

· A Volunteer Reception Center (VRC) is either a physical or virtual place where volunteer intake and referral is done.  The Volunteer Reception Center is where large numbers of volunteers can be efficiently processed and registered and assigned to an organization or work assignment. A VRC is an organized method to utilize large numbers of spontaneous unaffiliated volunteers.

· Monetary Donations are funds given by corporations or individuals usually to a recognized non-profit organization.  National VOAD organizations are recognized as being trained and equipped to provide aid after disasters.
· In-Kind Donations are physical donations that are given either by organizations or individuals.
Acronyms

ADR
Adventist Disaster Response
ARC
American Red Cross

CBO
Community-Based (Volunteer) Organization

CERT
Community Emergency Response Team

COAD
Community Organization Active in Disaster
DC
Donations Coordinator 

DCT
Donation Coordination Team

DOO
Donations Operations Office

DMC
Donations Management Council

EOC
Emergency Operations Center

LTRC
Long Term Recovery Committee

MAW
Multi Agency Warehouse

NIMS
National Incident Management System

OEM
Office of Emergency Management

PIO
Public Information Office/Officer

PSA
Public Service Announcement

TSA
The Salvation Army
VC
Volunteer Coordinator
VOAD
Voluntary Organizations Active in Disaster

VOLAG
Volunteer Agencies
ATTACHMENTS
Attachment 1:  Donations Management Program (DRAFT TEMPLATE): A guiding document giving ideas and examples of how to adjust the Volunteer Management Plan Template for your county.
Attachment 2:  Volunteer Reception Center Standard Operating Procedures (DRAFT TEMPLATE): Template outlining the set up operation and demobilization of a VRC.  This template includes several template forms useful in volunteer management.
To adapt this template for your county please read the annex and adapt according to the needs of your County.  


Parts highlighted in yellow indicate word that will need to change wording.  


Parts highlighted in blue indicate areas that will have to be delegated, assigned or agreed upon.   


Parts highlighted in green indicate references that may need to be adapted to match your plans.  





It is suggested that you first read over the template and make initial changes to fit your county.  Next, organize a meeting with to present the draft plan.  The meeting should include volunteer, community and faith-based organizations in your county.  This meeting may be the beginnings of a community disaster resiliency organization.
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