Annexes Section 2

LaSalle County, Illinois
Emergency Operations Plan

Section 2: Annexes

ANNEX C: Spontaneous VVolunteer Management

Purpose

The purpose of this annex is to provide for adequate management and utilization of spontaneous volunteers in
the event of an emergency or disaster within LaSalle County.

Situation

LaSalle County Illinois is located in north central Illinois, and traversed by Interstates 80 and 39, multiple rail
lines, county, state, and US highways, as well as the Illinois and Fox rivers. LaSalle County also has a
multitude of industrial sites that span the entire county including a nuclear power plant, located approximately 4
miles south of the Village of Seneca. According to the 2010 census, LaSalle County has a population of
112,498 and covers an area of 1,135 square miles. Since 2000, LaSalle County has been impacted by severe
weather such as floods, tornados, earthquakes, and winter storms, including blizzards.

Assumptions

e Tornados, floods, earthquakes, and winter storms have affected the county in the past and will continue
to affect the county in the future.

e Volunteer Organizations Active in Disaster, Non Governmental Organizations, and Disaster Relief
groups are composed of trained volunteers to perform specific functions in the hours, days, and weeks
following a disaster. These organizations have trained and screened these personnel for adequacy in a
disaster setting and are responsible for the overall supervision of their personnel.

e Intimes of disaster or emergency, members of the general public volunteer their time and abilities for a
variety of reasons.

o All operations shall be run utilizing the Incident Command System under the direction of the emergency
operations center.

Concept of Operations

The LaSalle County Emergency Management Agency (LC EMA) Director/Deputy Director has responsibility
for the implementation of this annex. Reasons for implementing this annex may include but are not limited to
the following:
o When the nature of an incident and/or media coverage makes convergence of spontaneous volunteers
likely.
o \When shortages of workers require augmentation of staffing support from outside resources.
o When volunteers with particular skills and/or special knowledge of the affected jurisdiction could
enhance relief and/or recovery efforts.

When it has been determined that the activation of this annex is warranted, the LCEMA Director/Deputy
Director shall notify those agencies and organizations tasked with specific response roles, as needed. There are
two primary methods of handling requests for and to volunteer; phone banks and volunteer reception centers
(VRC). During an incident, these facilities can be located separately or together depending upon the needs of
the incident and staffing requirements.
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Public Information

The LCEMA Director/Deputy Director shall coordinate the issuance of any media releases to the appropriate
media sources based upon the type, complexity, needs, and timeliness of the response with the County’s Public
Information Officer (P1O).

The P10 will:
e Issue media releases in coordination with the Emergency Operations Center (EOC) detailing the
hours and location(s) of the VRC(s).
e Issue media releases to the public soliciting areas for volunteers to work in support of the relief or
recovery effort.
o Coordinate the escorting of media to observe operations at the VRC, in the field, or both.

Phone Bank

Phone banks may be used to gather and disseminate information from potential volunteers. Phone banks are
ideal for the following situations:
e Where a suitable location for a volunteer reception center is unavailable
e When there has been a need for volunteers identified, however utilization of the actual volunteer
workforce may be delayed due to external circumstances
e When current staffing levels prohibit the activation of a volunteer reception center.

Phone bank staffing levels will depend greatly upon the number of phones being operated. It is generally
accepted that there will be one person to review all applications and match them with a potential volunteer
opportunity for every 3 phone lines being operated. If the phone bank will be located in a location where it is
not possible to utilize a runner for communication purposes, it will then be necessary for the phone bank to have
an additional phone line that has not been published. It may be necessary for the phone bank to have access to
the following items:

Copy Machine

Blank Applications

Pens

Paper

Phone bank staff must be sure to keep control of the conversation and keep the caller on point with the
information in the order it appears on the application.

Volunteer Reception Center

The chief method of coordinating spontaneous volunteers shall be the VVolunteer Reception Center (VRC). For
logistical reasons, the VRC shall be a facility located in the general vicinity of the primary area of work. All
personnel who wish to volunteer shall be processed through the VRC with the exception of registered volunteers
of the American Red Cross and The Salvation Army. Because incidents vary in size and complexity, there may
be a need for multiple VRCs.

The Facility

The facility shall be adequate enough to process a large number of people in an efficient manner (i.e. large
garage, tent, school gymnasium, etc.), and provide for adequate parking for those who wish to volunteer. The
facility shall be well marked so that all personnel, volunteers and staff alike, can easily locate it. The facility
should have chairs available for seating, tables available for staff to conduct their business, and tables or
clipboards for volunteers to fill out paperwork. The facility should also have electricity, running water, and
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bathrooms. In a tent situation, portable toilets and hand sanitizer should suffice. The VRC should have at a
minimum:

8 Tables

30 Chairs

Signs to designate stations, restrooms, and exit
1 Copy Machine

300 Applications

300 Referral Forms
Communications with the EOC
1 Computer

1 Printer

Pens

6 Clipboards

Staffing

All VRC staff should be clearly identified by a vest, ID badge, or both so as to clearly delineate from whom
potential volunteers shall take direction. The volunteer screening coordinator shall attempt to staff positions
with personnel whom are knowledgeable in that particular field, if possible (i.e. Applications reviewed by
human resources personnel, etc.). VRC staff should have a clear understanding on whom to report potential
personnel issues or any other issues. It should also be clear that any unusual event must be reported and
documented. Security at the site will vary depending upon the type and proximity of the event, however, there
should be a staff member posted at each entrance and exit to ensure people are going the correct way. Those
staff posted at the exit shall, in conjunction with the transportation coordinator, advise the volunteers where they
must go to report for their job assignment or where to wait for transportation to their job assignment. Safety and
training officers will not be needed in the initial opening of the VRC, so they may be able to staff other
positions, until needed. Volunteers that show up early and are suitable for clerical work may be assigned
staffing positions in the VRC as needed. It is important that all staffing positions must be given breaks at
regular intervals, however shutting the VRC down should only be considered as a last resort. It is suggested that
staff breaks be done on a rotating basis.

Operations

The stations shall be set up so that volunteers begin with station 1, registration, located near the entrance, and
end with station 6, specific job training, located near the exit. The stations shall be set up as follows:

Station 1 — Registration/Background Screening

The registration station shall be the location that all volunteers are greeted by a volunteer receptionist,
receive a volunteer application, and have any general questions answered. At this station, the
volunteer’s state or federally issued photo identification will be photocopied and placed in the file along
with their application. Law enforcement personnel will be at this station to conduct background
screening on all applicants. They will then be instructed to proceed to the waiting area to fill out their
application. Prior to leaving this station, all volunteers must be informed that they must check out
through the VRC prior to leaving the incident site. Volunteer reception supervisors will be located in
the waiting area to assist them in filling out the application if necessary. Upon completion of the
application, they will then proceed to station 2.

Station 2 — Interviews
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The interview station shall be the location in which a general interview is conducted to verify
information on the application, view any credentials that the individual may have, and determine a
suitable job assignment. All volunteers are to be considered regardless of age, race, sex, orientation, or
handicap, however only volunteers meeting the particular requirements of a job assignment shall be
assigned to that job, until all positions have been filled. Interviewing staff should keep in mind that this
must be a quick process. The number of interviewing staff will depend upon incident complexity and
size. Upon completion of the interview, the interviewing staff shall annotate upon the volunteer referral
form the areas in which the volunteer is suitable for assignment. Upon completion of this station, the
volunteer will proceed to the data entry/agency coordination station with their volunteer application and
volunteer referral form.

Station 3 — Data Entry/Agency Coordination

At this station, staff will enter information from the volunteer application and volunteer referral form in
order to track volunteer job assignments, what kind of work was done, overall effectiveness, and time
worked. They will also match the volunteer to an available job assignment based on their skills and
abilities. Upon completion of this station, volunteers shall proceed to station 4.

Station 4 — Volunteer Identification

At this station, volunteers will be issued their volunteer identification. All volunteers shall be issued
volunteer identification. Explain to them that this will be their access pass into the affected area. If they
do not have this on their person, it can lead to them be escorted out of the area. Depending upon their
particular job assignment, they may need additional training. For those who do not need additional
training, the volunteer referral cards will be collected and it shall be verified that they have completed
all of the stations. From here, all personnel will proceed to the safety brief, and specific job training as
needed.

Station 5 — Safety Brief

At this station, members will receive a general safety brief as to the hazards unique to this particular
incident. The safety brief should be done on a set schedule so that volunteers will have the opportunity
to utilize the restroom or take a short break. Upon completion of the safety brief, the safety officer will
annotate that the volunteer has completed this station.

Station 6 — Job Training

At this station, subject matter experts will deliver brief job training to volunteers who require such
training. Job training may include, but not limited to:

e Flood Fighting Operations

e  Shelter Operations

e Bulk Distribution
Those volunteers who do not need any job training, will skip this station and exit.

Demobilization
Upon the completion of all work assignments or the end of the operational period, the VRC shall be
demobilized. All volunteers who are leaving the incident shall demobilize through the VRC. They shall enter

through the exit door and follow the signage to the data collection area. At the data collection area, they shall
turn in their volunteer ID and the time in which they leave shall be logged.
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Transportation

Due to logistical issues and liability, it is suggested that volunteers not drive to job assignments in the field. The
incident scene will already have emergency response and utility vehicles, so additional traffic may hinder
response and recovery efforts. It is recommended that transportation is set up between the VRC and the incident
scene, utilizing vans or busses. Unless the volunteers and staff members will be fed by mobile feeding sources,
the transportation coordinator must also coordinate the transportation needed for meal breaks. The
transportation coordinator shall have contact with all job sites to ensure that the site is ready prior to sending any
volunteers and also when that site has reached the maximum number of volunteers.

Field Operations

Initial Operations (Prior to volunteer arrival)

Upon arrival at a particular job site, it shall be the responsibility of the field supervisor to complete a safety
assessment. If the site is deemed to be too dangerous for volunteer operations, the supervisor shall contact the
Volunteer Manager immediately. The decision on whether or not a particular site’s dangers can be mitigated or
eliminated will rest with the Spontaneous Volunteer Manager. All hazards shall be clearly marked to ensure that
personnel are aware. The supervisor shall contact the VVolunteer Manager for any requests for equipment or
safety items. Once the supervisor has deemed that the site is ready to accept volunteers, he/she shall contact the
transportation coordinator and inform them, and verify how many volunteers will be needed at the site.

Operations

There will be one supervisor appointed to receive the incoming volunteers. This supervisor shall conduct a
safety brief and ensure that all hazards on site are pointed out to each volunteer. Supervisors shall ensure that all
volunteers are working safely, taking adequate breaks, and eating regularly. The preferred method of meal
breaks will be in the field if possible. The alternative is transporting all volunteers offsite to a meal facility and
then bringing them back to the site. Any injuries or potential personnel problems shall be brought to the
attention of the spontaneous volunteer manager immediately. Any situation in which the supervisor is unsure of
how to deal with shall be brought to the attention of spontaneous volunteer manager.

Demobilization

Upon completion of the assignment or at the end of the operational period, the field supervisor(s) shall ensure
that all equipment and personnel are accounted for. When accountability is complete, they shall notify the
transportation coordinator of their location and how many personnel are to be picked up. The field supervisor
shall be the last person to leave the site to ensure that no one has been left behind.

Organization and Assignment of Responsibilities

Volunteer Manager
e Oversee implementation of this annex.
Supervise Volunteer Reception Center and Field Services Staff.
Determine resource needs and request them through the VVolunteer Coordinator.
Process and oversee the fulfillment of volunteer requests.
Establish and clearly communicate job assignment rules.
Consult with and act as a technical resource to volunteer supervisors regarding potential personnel
problems.
e  Other duties as assigned.
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Volunteer Coordinator

Serves as liaison between the Volunteer Manager and Emergency Operations Center or Incident
Command Post.

Coordinate resource requests from Volunteer Manager with participating agencies.

Coordinates requests for volunteers from participating agencies through the Spontaneous Volunteer
Manager and Volunteer Reception Coordinator.

Ensure volunteer requests are fulfilled.

Other duties as assigned.

Volunteer Reception Coordinator

Establish spontaneous volunteer reception center at designated facility

Ensure individuals processed through the spontaneous volunteer center undergo a consistent, non-
discriminatory screening procedure including an application, interview, and proper identification.
Initiate and maintain a master filing system.

Engage and supervise additional volunteer screeners as needed.

Work with the Volunteer Coordinator to fulfill volunteer requests.

Arrange for proper follow-up and thanking of volunteers assigned through the volunteer reception
center.

Ensure proper disposition of volunteer records and files upon the conclusion of the operation.
Other duties as assigned.

Volunteer Receptionist

Greet incoming volunteers.

Gather and photocopy state or federally issued photo identification cards.
Issue applications to prospective volunteers.

Answer questions from the prospective volunteers to the best of their ability.
Other duties as assigned.

Volunteer Screener

Review and process applications from all prospective applicants.

Conduct a brief interview with prospective applicant to verify information on their application.
Determine applicant’s suitability for assignment.

Assign applicant to proper category(s) based upon skills and interview.

Other duties as assigned.

Volunteer Trainer

Train volunteers in their respective job assignments.
Brief all personnel about the possible and potential hazards they may encounter on assignment.

Ensure all volunteers meet the base requirements of the job assignment.
Other duties as assigned.

Reception Center Volunteer Supervisor

Assist volunteers in filling out the application and/or navigating through the VVolunteer Reception
Center.

Ensure volunteers are staying within their assigned areas.

Other duties as assigned.

Field Volunteer Supervisor
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e Maintain accountability of all volunteers assigned to him/her.

o Coordinate with the Transportation Coordinator for transportation of volunteers between the VRC and
assigned area and number of personnel transported to the job site.

e Ensure that all volunteers are operating in a safe manner and adhering to the rules and regulations of the
incident.

o Refer any potential personnel issues to the Volunteer Manager.
Contact the Volunteer Manager for all injuries incurred by any personnel on the job site.

e Other duties as assigned.

Transportation Coordinator
e Coordinate all transportation of volunteers to and from work assignments.
o Notify field supervisors how many volunteers are being transported to their site and their estimated time
of arrival.
¢ Notify the Volunteer Manager of any potential personnel, special needs, or medical issues.
Other duties as assigned.

Law Enforcement
e Provide the necessary security at the VRC site and any other sites in which the spontaneous volunteer
manager deems necessary.
e Conducts background checks on prospective volunteers.

Data Entry

Enters information from various forms into spreadsheet or database.

Tracks location of all volunteers assigned and identifies surpluses and shortfalls.
Tracks all resources ordered, assigned, and returned.

Other duties as assigned

Direction and Control

The LaSalle County EOC shall be the central point of control for all operations regarding this annex. The EOC
shall have the Volunteer Manager to coordinate activities with other agencies, departments, and jurisdictions.

Lines of Succession

The lines of succession for this annex are as follows:
1. LaSalle County Emergency Management Agency Director
2. LaSalle County Emergency Management Agency Deputy Director
3. Volunteer Coordinator

Administration and Logistics

The spontaneous volunteer manager will be prepared to activate the volunteer reception center, phone banks, or
any segment there up based upon the direction from the EOC.

The spontaneous volunteer coordinator shall report to the EOC to coordinate with those agencies or jurisdictions
that need volunteer support.

The volunteer reception center coordinator shall provide regular updates to the EOC as to the number of
volunteers processed and assigned.

Annex Development and Maintenance
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This annex shall be reviewed and updated by the LaSalle County Emergency Management Agency at least every
two years, or upon the conclusion of the activation of this annex.

References and Authorities Governing Volunteers

e 50 ILCS 748 Volunteer Emergency Worker Job Protection Act
Provides protection for volunteers of an emergency management agency in times of disaster.

e 50 ILCS 1222 Local Government Disaster Service Volunteer Act
Authorizes units of local government and their agencies to grant 20 days per year paid leave to an
employee to participate in disaster relief services for the Red Cross, upon the request of that agency.

e 745 1LCS 10 Local Governmental and Governmental Employees Tort Immunity Act
Sec. 1-202 defines employee to include volunteers
Sec. 2-302 authorizes units of local government to indemnify employees, presumably including
volunteers.

e 820 ILCS 315/2 Workers’ Compensation Act
Defines civil defense worker to include volunteers during emergencies.

e 5 |LCS 350 State Employee Indemnification Act
Definition of employee includes those who perform volunteer services where the volunteer relationship
is reduced to writing.

e 20 ILCS 3302/10 IEMA Act
Provides that volunteers engaged in a disaster, exercise, or training related to the emergency operations
plan of a political subdivision or response that is beyond local response capabilities shall be a State
employee for purpose of Workers Compensation, if certain criteria are met.

o 42 U.S.C. 14501 et seq. Volunteer Protection Act
Preempts State laws to limit the liability of persons serving as volunteers for governmental and non-
profit organizations.

o |EMAJ/ITTF Guidelines for developing a spontaneous volunteer management plan

Definitions

Volunteer- Any person who willingly provides a service without receiving any kind of compensation, monetary
or otherwise.

Affiliated Volunteer- Any person who is a volunteer of a recognized agency, and has been trained and screened
by the sponsoring organization.

Unaffiliated Volunteer- Any person who is not a member of an established volunteer organization or who is a
member of the general public.

Spontaneous Volunteer- Any person who volunteers their time or services without being solicited. They are
usually unaffiliated with any organized group or disaster relief agency.

Volunteer Coordinator- Person who is appointed by the LaSalle County Emergency Management Agency
Director/Deputy Director to act as a liaison between the emergency operations center or incident command post,
and requests from the volunteer manager or volunteer screening coordinator.

Volunteer Manager — Person who is appointed by the LaSalle County Emergency Management Agency
Director/Deputy Director to oversee the operation of all aspects of this annex.

Volunteer Screening Coordinator- Person who is appointed by the LaSalle County Emergency Management
Agency Director/Deputy Director to oversee the screening of all spontaneous volunteers.
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Volunteer Reception Center- Location in which all spontaneous volunteers report to for screening,
documentation, and training for emergency incidents.

Acronyms

ARC — American Red Cross

CERT — Community Emergency Response Team

EMA — Emergency Management Agency

FD — Fire Department

FEMA — Federal Emergency Management Agency

GSAR — Ground Search and Rescue

IEMA — lllinois Emergency Management Agency

LaSCART - LaSalle County Animal Response Team

LCCERT - LaSalle County Community Emergency Response Team
LCEMA — LaSalle County Emergency Management Agency
LCGSAR - LaSalle County Ground Search and Rescue

LCMRC — LaSalle County Medical Reserve Corps

LCRACES — LaSalle County Radio Amateur Communication Emergency Services
LCSO — LaSalle County Sheriff’s Office

MRC — Medical Reserve Corps

PD — Police Department

RACES - Radio Amateur Communication Emergency Services
VMST — Volunteer Management Support Team

VRC — Volunteer Reception Center
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LaSalle County EMA
Director/Deputy Director

[ Volunteer Coordinator }

[ Volunteer Manager }

Volunteer Screening
Coordinator
Volunteer Reception Center
Staff
Field Supervisor }
Field Operations Staff }

Pre Incident Check List
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___1.The LaSalle County EMA Director/Deputy Director shall appoint a volunteer coordinator.

_____ 2. The spontaneous volunteer manager shall train members of the VVolunteer Management Support Team
in their respective functions.

3. A stockpile of needed forms and equipment shall be located at the Emergency Operations Center.

4. The LaSalle County EMA Director/Deputy Director shall find suitable locations around the county for
possible VRC’s in the event of a disaster.

5. There shall be signs made up designating the 6 stations in the VRC, including the entrance, exit, and

waiting area.

6. A piece of apparel for staff shall be determined to set them apart from general volunteers.

Incident Check List
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1. The LaSalle County EMA Director/Deputy Director shall be responsible for activating this annex, and
contacting the volunteer coordinator.

2. The spontaneous volunteer manager shall be responsible for activating the remainder of the volunteer
management support team staff.

3. The Volunteer Manager shall select a site for the Volunteer Reception Center and ensure that it
suitable for this use.

4. The VRC Coordinator shall identify any needs or equipment shortages and coordinate them with the
spontaneous volunteer manager as soon as possible.

5. The VRC should remain in constant contact with the EOC for staffing requests and when requests have

been filled.

Post Incident Checklist
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1. All personnel shall account for all personnel and equipment prior to demobilization.

2. Conduct equipment inventory and operability assessment post demobilization.

3. After Action Reports shall be due from each supervisor and department head within 10 days of this

annex being deactivated.

4. This annex shall be updated, if deemed necessary, within 30 days of the deactivation of this annex.

Volunteer Registration Center Sample Floor Plan
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[] Volunteer Registration Stations
[] Staff Only Areas
Entrance
Station #1 Registration/Screening O
Data Entry
Phone Bank
Station #2 O
Interview
Support
Services O
Waiting Area
OO OO O
OO OO
OO OO
C Station #3
Data
C Entry/Agency
Coordination
Station 5/6

C Station # 4
Identification

Training/Safety Brief
OO OO

OO OO
OO OO
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