WASART Volunteer Coordinator
Checklist
	
	

	Shelter 
Details
	
Shelter ID# _______________ DEM#: __________________ Date ___________

Address ___________________________________________________________

Points of Contact

STL/Shelter Manager_______________________    Cell #__________________

Safety Officer ___________________________    Cell # ___________________

Small Animal Shelter Lead _________________ Cell# ____________________

Large Animal Shelter Lead _________________ Cell # ___________________

Other _________________________________ Cell# __________________

Other _________________________________ Cell# ___________________


	
	

	Event Details
	
Name: _____________________________    Shift:  ___________________

Operational Period _____________________   Vest:  Red

Radio ________________    Supervise:  

Staffing Needs:  


	
	

	Purpose & Goals
	· Make sure all WASART volunteers sign in & out
· Make sure all emergent volunteers sign in & out of non-member roster S-045
· Provide briefing on housekeeping matters such as importance of signing in/out, advising lead of injuries, following chain of command, no photography or no sharing photos without permission, importance of selfcare.
· Direct attention to designated areas, such as medical, restroom, rest/sleep areas, food storage and supplies.
· Discuss animal handling – who can & cannot handle animals

	
	

	Preparation
	Review P-020 Volunteer Registration Procedure



	
	

	Procedure
	For WASART Volunteers
· Have them review Safety Requirements (P-016)
· Supply a vest for key positions
· Direct who to report to

For Emergent Volunteers
· Sign Media Release Form A-004
· Complete Emergent Volunteer Application A-008a
· Complete Emergent Volunteer Application A-008b (if A-008a is accepted)
· Complete Emergent Volunteer Agreement & release of liability S-039
· Have them review Safety Requirements P-016
· Assign an ID# for the Emergent Volunteer Shift Log S-044
· Issue a color wrist band with the EV name & ID on the wrist band
· Direct who to report to

Supply a vest for key positions
1) Yellow – logistics (Supply Manager, Comms, Volunteer Manager, Transportation Manager)
2) Blue – planning
3) White – Command Staff (PIO, IC, STL/Shelter Manager)
4) Yellow – logistics (Supply Manager, Comms, Volunteer Manager, Transportation Manager)
5) Blue – planning
6) White – Command Staff (PIO, IC, STL/Shelter Manager)
7) Red – operations (Barn Manager, Intake Manager, Vet, Medical for Humans, Animal Handlers, Safety Manager)
8) Green – Admin/Finance (Procurement)



	
	

	Forms
	☐P-020 Volunteer Registration Procedure       ☐Member sign in roster
☐P-016 Volunteer safety requirements  ☐A-023 Volunteer Injury Report
☐P-019 Volunteer positions        ☐P-020 Volunteer Registration Procedure
☐S-023 Station Shift Roster       ☐ P-018 Volunteering policies & procedures                    
☐M-005 Supply and Equipment Sign Out Log   ☐S-024 Shift Report

Emergent Volunteer Forms
☐A-008a Emergent volunteer Application  
☐A-008b Emergent volunteer Application
☐S-039 Emergency volunteer agreement 
☐S-044 Emergent volunteer master shift log
☐S-045 Non member sign in roster   
☐S-046 Emergent Volunteer Name Badges




	
	

	Set Up
	Canopy (if needed for the weather), chairs, signage, table(s)

Totes Needed
☐Volunteer Coordinator   ☐Vests  ☐Volunteer Forms Tote

Supplies Needed: whiteboards, ID Wrist bands, Name Badges, dry erase markers, hand sanitizer,


	
	

	Demob
	· Pack up all supplies and equipment, check in and carefully reload. 
· If supplies are wet, damaged or missing – let supply manager know
· Clean up and arrange area as it was before


	
	




Page 2 of 2
P-006 Volunteer Coordinator Checklist                                                                                                                7/30/24
