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List of EVC Staff Members
EVC Director      

Logistic Coordinator 
Public Information Officer

Registration Chief            Greeters 
Registrars                        Security Guards
Mental Health Associate            
Interview Chief Interviewers 
Board Writers                  Data Chief 
Data Staff                        Data Entry 
Safety Chief                     Safety Briefer 
Training Coordinator        Volunteer ID issuer 
Runners 



EVC
Director:
Phone:

PIO:
Phone:

Registration Chief:
Phone:

Logistics Coordinator:
Phone:

Interview Chief:
Phone:

Data Chief:
Phone:

Safety Chief:
Phone:

EVC Duty Chart
Date:



Station #1: Orientation/ 
Registration – Greeters give 
volunteers instruction sheets 
and ask them to fill out 
registration forms.  They give 
a brief orientation about the 
registration process.

Station #2: Interviews – Volunteer 
gives completed registration form to 
interviewer.  The interviewer places 
the volunteer in needed positions 
and gives them a volunteer referral 
form telling them where and to whom 
they should report to.  The “Request 
for Volunteers” dry erase board is 
located in front of the interview 
station.

Station #3: Data/Agency 
Coordination – The volunteer gives 
referral form to the Data Coordinator, 
who records referral on the request 
form.  Data Coordinator 
communicates with requesting 
agency by way of online system or 
by phone; therefore when needs 
have been met request can be 
closed out and agency can be kept 
up to date on whom to expect when. 
This station also receives calls from 
agencies requesting volunteers and 
posts this information for use by 
interviewers.

Runners – Runners post new requests for volunteers 
on the request board, carry information from one 
station to another, and deliver supplies to the 
stations.

Station #6: Volunteer Identification –
some form of identification; either a 
wristband or ID badge, will be issued 
containing the volunteer’s name, the 
agency/site assigned to, and the 
authorized work dates.

Station #5: Specific Job Training –
Job training specific to each worksite or 
function can be provided before 
volunteers depart for their work areas. 
Often this station is just a 
coordinating/scheduling step – tells 
volunteer when and where to go. 

Station #4: Safety 
Briefing – The safety 
trainer documents the 
attendance of each 
volunteer and presents 
a safety briefing 
appropriate to the 
specific disaster event.
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Spontaneous Volunteer Job List

Animal Shelter Assistant
Childcare Worker
Clean-Up Inside (Business/Organization)
Clean-Up Inside (Individual)
Clean-Up Outside
Clerical Support
Damage Assessment
Donations Assistant
Drivers
Dumpsite Supervision
Food Preparation Crews
Sorter/Packer/Loader
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LIST OF EVC FORMS

Volunteer Information Card (Greeters)
Disaster Volunteer Registration Form (Station #1 --
Registration) – Release of Liability (back side)
Request For Volunteers Form (Station #3 – Data/ Agency 
Coordination)
Volunteer Referral Form (Station #2 – Interviews)
Job Request Board Sample Set-Up

SIGN-INS, RECORDS, ETC, RECORDS, ETC

EVC Staff Sign In/Out 
EVC Volunteer Sign In/Out
EVC Expenses Tracking 
Safety Briefing Attendance
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Job Request Board 
Sample Set-Up
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Safety 
Training 

Attendance 
Record



Contact Information

Tammy Jeffs
(308) 865-5675

Community Action Partnership 
of Mid-Nebraska


