
Assigning Rebuild Volunteers 

Procedures
Preparation:

Make copies of these forms  
· Individual Volunteer Intake
· Work Areas Assignments

· Request for Rebuild 

· Tools Needed 
· Homeowner Liability Release

· Make copies of maps if available
· If available, assign volunteer/staff to record Job Requests, Volunteers in the database

Finding Jobs:

· Complete “Request for Rebuild” legibly
· Complete “Tools Needed”

· Complete “Homeowner Release” if not already signed
· Enter Job Requests into database and print Scope of Work 

· If new request is not in database, use “Request for Rebuild” for scope

· Sort by priority needs (disabled, elderly, etc) and type of work

Assigning Rebuild Volunteers
· Volunteer fills out “Individual Volunteer Intake” if not already sent in 

· If volunteer has special skills, try to match with Job Request with that need
· Pick job by skills needed then priority
· As volunteers are assigned, find leader of the group and record work address, leader name and cell phone#, and write team# (1, 2, 3…) on “Work Assignments” form.  As the group moves to another jobsite, note this on original “Work Assignment” form and make new entry for the new jobsite.  This will assist in meal distribution and locating volunteers if necessary.

· On the “Individual Volunteer Intake” form, write the original team# form the “Work Assignment” form on the upper right corner of each of the team members’ forms.  This will allow you to locate a specific volunteer.  As worksites change, you can track it on the “Work Assignment” form.
· Record name, date, time in/out on tablet. 

· Mental Health Briefing for volunteers if not done previously – what emotions to expect from residents and from self

· Enter/Update Volunteers into database

Previous (Returning) Volunteers

· Don’t fill out new “Individual Volunteer Intake” form

· If volunteer returns the next day, record name, date, time in/out on a tablet as you assign the jobs.  Number entries.
· If already in database, change the departing date to this day’s date.

End of Day - Volunteers

· Volunteers should sign out at end of day on same tablet where they signed in.

· Record progress of jobsite to aid in assembling tomorrow’s jobs.

· Collect tools borrowed by volunteer.
End of Day – Staff

· Review jobs for progress

· If job is finished, file under Jobs Finished (put in box or file folder)
· If job is not finished or begun, assemble again by skill/priority to ready for next day

· File “Individual Volunteer Intake” forms in box or file folder

· File “Work Assignment” sheets in same box or file folder

· Enter hours worked into database for each volunteer

· Record number of new volunteers that day with hours worked – keep running tally if not put into database
· Record number of returning volunteers that day with hours worked – keep running tally if not put into database
· Check equipment for availability

· Prepare new forms (Work Assignments, Time In/Out) for the next day

· Try to rest for the next day – you are needed for the duration
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