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Volunteer Reception Center Training / Exercise 
 

This file contains 18 sample requests from a variety of community organizations 
that may need volunteers in the aftermath of a disaster. 
 
For a realistic exercise, please change the “Today’s Date,” “Start Date,” and “End 
Date” fields to the date of your exercise and appropriate dates for your disaster 
volunteer assignments. 
 
If you choose to start with blank forms (available in “VRC Forms 2”) and to write 
“Requests for Volunteers” that would be specific and realistic to your community, be 
sure to fill in all blanks so VRC staff can effectively help volunteers to find an 
appropriate assignment. 
 
The Job Skill #, found in the “Skills Needed” table, is not required for your training or 
exercise.  If you use a computerized system for tracking volunteers, requests from 
agencies, and volunteer assignments, a skills list will be an integral part of the program 
for matching volunteers to specific needs based on their skills and experience. 

 



Request for Volunteers 
(Complete one form for each job description.) 

Request # __25_____      Today’s Date:__6-19-06__Start Date:_6-20-06___  End Date:_6-27-06_____               

Title of Volunteer Position: __Safety Presenter_______________________________________________ __ 

Agency Name: ___Health Department________________ Agency Contact:  _____Nurse Nancy ___________ 

Agency Address: __900 Main St.____________________ Phone: __555-1234________ Ext:_924________ 

Duties:  _________Make safety presentations on flood recovery and sanitation__________________________ 

_______________________________________________________________________________________ 

Volunteers must be physically able to:___Stand for 1 hour______________________________________ 

Number Needed:  ____2_________   Days/Hrs Needed:__Afternoons and evenings for 1 week____________ 

For this position, volunteers must be at least ____ years of age. 

 
Skills Needed 

Job Skill # Description  Job Skill # Description 
250

 

 Public Speaking    
     
     

Follow-up Contacts with Requesting Agency / Clarification of Need 
Date Comments 

  
  
  
  

 
Volunteers Referred 

Name Date Name Date 
    
    
    
    
    
    
    
    
    
    
    
    
    

  
Request closed on ____/____/____           Completed    No placements possible     No longer needed       

© 2000 Volunteer Florida 



Request for Volunteers 
(Complete one form for each job description.) 

Request # __26____      Today’s Date:__ 6-19-06__Start Date:_6-19-06___  End Date:_6-24-06___                 

Title of Volunteer Position: __RN or LPN_____________________________________________________  

Agency Name: ___Health Department________________ Agency Contact:  _____Dr. Spock____________ 

Agency Address: __900  Main St.________________________ Phone: ____555-1234___ Ext:_924__ 

Duties:  _________Give tetanus shots to survivors and responders_______________________________ 

_______________________________________________________________________________________ 

Volunteers must be physically able to:___ ______________________________________ 

Number Needed:  ____1________   Days/Hrs Needed:__9:00 a.m. to 2:00 p.m. Monday – Saturday_________ 

For this position, volunteers must be at least __21__ years of age. 

 
Skills Needed 

Job Skill # Description  Job Skill # Description 
120

 

  Nursing    
     
     

Follow-up Contacts with Requesting Agency / Clarification of Need 
Date Comments 

  
  
  
  

 
Volunteers Referred 

Name Date Name Date 
    
    
    
    
    
    
    
    
    
    
    
    
    

  
Request closed on ____/____/____           Completed    No placements possible     No longer needed       
 
© 2000 Volunteer Florida 



Request for Volunteers 
(Complete one form for each job description.) 

Request # __27_____      Today’s Date:__6-19-06__Start Date:_6-20-06___  End Date:_7-3-06______               

Title of Volunteer Position: __Clerk__________________________________________________________  

Agency Name: ___County Social Services________________ Agency Contact:  _____ Frank Friendly________ 

Agency Address: __Old Publix Grocery Store on Starkey Rd._________ Phone: ___555-2345  Ext:  752____ 

Duties:  _________Check in and store personal belongings and documents brought in by survivors to be stored in 

________________this donated warehouse space_________________________________________________ 

Volunteers must be physically able to:___Lift boxes up to 30 pounds__________________________________ 

Number Needed:  ____3________   Days/Hrs Needed:__7:00 a.m. to 1 p.m. or 1:00 p.m. to 7 p.m.____________ 

For this position, volunteers must be at least ____ years of age. 

 
Skills Needed 

Job Skill # Description  Job Skill # Description 
310 Clerk    
330

 

 Phone Receptionist    

720 Sorting / Packing    

Follow-up Contacts with Requesting Agency / Clarification of Need 
Date Comments 

  
  
  
  

 
Volunteers Referred 

Name Date Name Date 
    
    
    
    
    
    
    
    
    
    
    
    
    

  
Request closed on ____/____/____           Completed    No placements possible     No longer needed       

© 2000 Volunteer Florida 



Request for Volunteers 
(Complete one form for each job description.) 

Request # __28_____      Today’s Date:__ 6-19-06__Start Date:_6-19-06___  End Date:_6-24-06___                 

Title of Volunteer Position: __Pet Shelter Worker_______________________________________________  

Agency Name: ___County Animal Services________________ Agency Contact:  _____Joe Cocker-Spaniel____ 

Agency Address: __213 Central Ave.__________________________ Phone: __555-3456____ Ext:_103_____ 

Duties:  ____People who love animals to help set up and operate a shelter for displaced pets.      ______ 

________________________________________________________________________________________

_______________________________________________________________________________________ 

Volunteers must be physically able to:___Lift 25 lb. animals______________________________________ 

Number Needed:  ____2_________   Days/Hrs Needed:__7 a.m. to 7 p.m._____________________________ 

For this position, volunteers must be at least ____ years of age. 
Skills Needed 

Job Skill # Description  Job Skill # Description 
455  Animal Rescue    
460

 

  Animal Care    
     

Follow-up Contacts with Requesting Agency / Clarification of Need 
Date Comments 

  
  
  
  

 
Volunteers Referred 

Name Date Name Date 
    
    
    
    
    
    
    
    
    
    
    
    
    

  
Request closed on ____/____/____           Completed    No placements possible     No longer needed       

© 2000 Volunteer Florida 



Request for Volunteers 
(Complete one form for each job description.) 

Request # __29_____      Today’s Date:__ 6-19-06__Start Date:_6-20-06___  End Date:_7-10-06_____               

Title of Volunteer Position: __Meal Delivery Driver _______________________________________________  

Agency Name: ___Senior Friendship Center________________ Agency Contact:  _____Minnie Driver______ 

Agency Address: __972 Longwood Highway______________________ Phone: __555-1824_____Ext:______ 

Duties:  _________Deliver meals to homebound seniors _________________________________________ 

_______________________________________________________________________________________ 

Volunteers must be physically able to:___Drive and be able to get in and out of car easily _________________ 

Number Needed:  ____2_________   Days/Hrs Needed:__10 a.m. to 3 p.m.____________________________ 

For this position, volunteers must be at least __21__ years of age. 

 
Skills Needed 

 

Job Skill # Description  Job Skill # Description 
610 Car    
615 Station Wagon / Mini Van    

     

Follow-up Contacts with Requesting Agency / Clarification of Need 
Date Comments 

  
  
  
  

 
Volunteers Referred 

Name Date Name Date 
    
    
    
    
    
    
    
    
    
    
    
    
    

  
Request closed on ____/____/____           Completed    No placements possible     No longer needed       
 
© 2000 Volunteer Florida 



Request for Volunteers 
(Complete one form for each job description.) 

Request # __30_____      Today’s Date:__ 6-19-06__Start Date:_ 6-19-06___  End Date:_ 6-19-06___                

Title of Volunteer Position: __Traffic Aide____________________________________________________  

Agency Name: ___Sheriff’s Office____________________ Agency Contact:  _____Deputy Doggett_______ 

Agency Address: __812  Claire Mont ___________________ Phone: __555-0911___________ Ext:______ 

Duties:  _________Place barricades and traffic cones at areas of high water on roads. ____________________ 

_______________________________________________________________________________________ 

Volunteers must be physically able to:___Lift 25 lbs._____________________________________________ 

Number Needed:  ____3_________   Days/Hrs Needed:__immediately for four hours ___________________ 

For this position, volunteers must be at least __18__ years of age. 

 
Skills Needed 

 

Job Skill # Description  Job Skill # Description 
445 Traffic Control    
635 Truck    
730 Clean-up    

Follow-up Contacts with Requesting Agency / Clarification of Need 
Date Comments 

  
  
  
  

 
Volunteers Referred 

Name Date Name Date 
    
    
    
    
    
    
    
    
    
    
    
    
    

  
Request closed on ____/____/____           Completed    No placements possible     No longer needed       

© 2000 Volunteer Florida 



Request for Volunteers 
(Complete one form for each job description.) 

Request # __31_____      Today’s Date:__ 6-19-06__Start Date:_6-19-06___  End Date:_7-12-06___                 

Title of Volunteer Position: __Kitchen Workers___________________________________________________  

Agency Name: ___Salvation Army________________ Agency Contact:  _____Harry Cooke_______________ 

Agency Address: __1650 Chesnut Drive_________________________ Phone: __561-1122_____ Ext:______ 

Duties:  _________Prepare meals for disaster workers and clients and clean up afterwards._________________ 

________________________________________________________________________________________ 

Volunteers must be physically able to:__________________________________________________________ 

Number Needed:  ____3_________   Days/Hrs Needed:__One or two meals daily  5 a.m. – 9 p.m. ___________ 

For this position, volunteers must be at least ____ years of age. 

 
Skills Needed 

 

Job Skill # Description  Job Skill # Description 
410 Food    

     
     

Follow-up Contacts with Requesting Agency / Clarification of Need 
Date Comments 

  
  
  
  

 
Volunteers Referred 

Name Date Name Date 
    
    
    
    
    
    
    
    
    
    
    
    
    

  
Request closed on ____/____/____           Completed    No placements possible     No longer needed       
 

© 2000 Volunteer Florida 



Request for Volunteers 
(Complete one form for each job description.) 

Request # __32_____      Today’s Date:__ 6-19-06    Start Date:_ 6-19-06___  End Date:_ 6-19-06___                

Title of Volunteer Position: __Sandbaggers ___________________________________________________  

Agency Name: ___Forest Trail Community Assn.  _________ Agency Contact:  _____Robyn Hood_ _________ 

Agency Address: __1000 Forest Trail  (Community Center)           Phone: __566-8200___________ Ext:______ 

Duties:  _________Fill sandbags and stack along the river.  _________________________________________ 

_______________________________________________________________________________________ 

Volunteers must be physically able to:___Bend and lift 25 lbs.______________________________________ 

Number Needed:  ____15_________   Days/Hrs Needed:__immediately for 6-8 hours ____________________ 

For this position, volunteers must be at least ____ years of age. 

 
Skills Needed 

 

Job Skill # Description  Job Skill # Description 
710 Loading / Shipping    
730 Clean-up    

     

Follow-up Contacts with Requesting Agency / Clarification of Need 
Date Comments 

  
  
  
  

 
Volunteers Referred 

Name Date Name Date 
    
    
    
    
    
    
    
    
    
    
    
    
    
    

  
Request closed on ____/____/____           Completed    No placements possible     No longer needed       
© 2000 Volunteer Florida 



Request for Volunteers 
(Complete one form for each job description.) 

Request # __33_____      Today’s Date:__ 6-19-06__Start Date:_6-21-06___  End Date:_7-10-05___                 

Title of Volunteer Position: __ Driver________________________________________________________  

Agency Name: ___County Social Services________________ Agency Contact:  _____Noah Lott________ 

Agency Address: __925  Main St.__________________________ Phone: __555-1234___ Ext:__785____ 

Duties:  ___Drive county vehicles to take survivors to disaster recovery centers and doctors’ appointments.____ 

______________________________________________________________________________________ 

Volunteers must be physically able to:________________________________________________________ 

Number Needed:  ____2_________   Days/Hrs Needed:__8 a.m. – 5 p.m. _____________________________ 

For this position, volunteers must be at least __21__ years of age. 

Skills Needed 

 

Job Skill # Description  Job Skill # Description 
650 Commercial Drivers License    

     
     

Follow-up Contacts with Requesting Agency / Clarification of Need 
Date Comments 

  
  
  
  

 
Volunteers Referred 

Name Date Name Date 
    
    
    
    
    
    
    
    
    
    
    
    
    
    

  
Request closed on ____/____/____           Completed    No placements possible     No longer needed       

© 2000 Volunteer Florida 



 
Request for Volunteers 

(Complete one form for each job description.) 

Request # __34_____      Today’s Date:__ 6-19-06__Start Date:_ 6-19-06___  End Date:_ 6-19-06____               

Title of Volunteer Position: __Animal Handler___________________________________________________  

Agency Name: ___County Animal Services________________ Agency Contact:  _____Joe Cocker-Spaniel__ 

Agency Address: __213 Central Ave.  ___________________ Phone: ___555-3456____ Ext:_103____ 

Duties:  _________Capture escaped pet boa constrictor last seen near the American Red Cross shelter________ 

_______________________________________________________________________________________ 

Volunteers must be physically able to:___Lift 45 lbs.______________________________________________ 

Number Needed:  ____3_________   Days/Hrs Needed:__Today____________________________________ 

For this position, volunteers must be at least ____ years of age. 

 
Skills Needed 

Job Skill # Description  Job Skill # Description 
455 Animal Rescue    
460 Animal Care

 

    
     

Follow-up Contacts with Requesting Agency / Clarification of Need 
Date Comments 

  
  
  
  

 
Volunteers Referred 

Name Date Name Date 
    
    
    
    
    
    
    
    
    
    
    
    

  
Request closed on ____/____/____           Completed    No placements possible     No longer needed       

© 2000 Volunteer Florida 



Request for Volunteers 
(Complete one form for each job description.) 

Request # __35_____      Today’s Date:__ 6-19-06__Start Date:_6-20 or 21-06__  End Date:_6-21-06__              

Title of Volunteer Position: __Clean Up Volunteer_______________________________________________  

Agency Name: ___Center for Independent Living____________ Agency Contact:  _____Able Goodman______ 

Agency Address: __2483 Victoria Street________________________ Phone: __566-2102_____ Ext:______ 

Duties:  ____Check in at office, get address of disabled clients.  Help salvage belongings from flooded homes.___ 

_______________________________________________________________________________________ 

Volunteers must be physically able to:___lift furniture and carry items._______________________________ 

Number Needed:  ____4_________   Days/Hrs Needed:__6/20 or 21/06 at volunteers’ convenience__________ 

For this position, volunteers must be at least ____ years of age. 

 
Skills Needed 

 

Job Skill # Description  Job Skill # Description 
730 Clean-up  720 Sorting / Packing 
635 Truck    
710 Loading / Shipping    

Follow-up Contacts with Requesting Agency / Clarification of Need 
Date Comments 

  
  
  
  

 
Volunteers Referred 

Name Date Name Date 
    
    
    
    
    
    
    
    
    
    
    
    
    
    

  
Request closed on ____/____/____           Completed    No placements possible     No longer needed       
© 2000 Volunteer Florida 



Request for Volunteers 
(Complete one form for each job description.) 

Request # __36_____      Today’s Date:__ 6-19-06__Start Date:_6-20-06___  End Date:_6-27-06___                

Title of Volunteer Position: __Information Receptionist_____________________________________________  

Agency Name: ___County General Hospital________________ Agency Contact:  ___Poppy Pomfrey_____ 

Agency Address: __902  Main St._______________________ Phone: ___555-5868___ Ext:__2130____ 

Duties:  _Volunteers needed to assist victims with information about medical services and answer the hospital   

information phone line.  ____________________________________________________________________ 

Volunteers must be physically able to:________________________________________________________ 

Number Needed:  ____3________  Days/Hrs Needed: Four shifts avail: : 7a-11a, 11a-3p, 3p-7p, 7p-11 p______ 

For this position, volunteers must be at least ____ years of age. 

 
Skills Needed 

 

Job Skill # Description  Job Skill # Description 
330 Phone Receptionist    

     
     

Follow-up Contacts with Requesting Agency / Clarification of Need 
Date Comments 

  
  
  
  

 
Volunteers Referred 

Name Date Name Date 
    
    
    
    
    
    
    
    
    
    
    
    
    

  
Request closed on ____/____/____           Completed    No placements possible     No longer needed       

© 2000 Volunteer Florida 



Request for Volunteers 
(Complete one form for each job description.) 

Request # __37_____      Today’s Date:__ 6-19-06__Start Date:_ 6-19-06___  End Date:_ 6-19-06___                

Title of Volunteer Position: __Salvage / Recovery Volunteer_______________________________________  

Agency Name: _St. Stanislaus School for Wayward Boys____ Agency Contact:  _Fr. Karol Majorkiewicz_ 

Agency Address: __10 Saints Way_______________________ Phone: __566-7265__________ Ext:______ 

Duties:  __Assist in recovering textbooks and school supplies from tornado damage to prevent additional 

damage from rainfall.______________________________________________________________________ 

Volunteers must be physically able to:___ lift 20 lbs._____________________________________________ 

Number Needed:  ____6_________   Days/Hrs Needed:__Immediately for 6-8 hours____________________ 

For this position, volunteers must be at least ____ years of age. 
Skills Needed 

 

Job Skill # Description  Job Skill # Description 
720 Sorting / Packing    
710  Loading / Shipping    

     

Follow-up Contacts with Requesting Agency / Clarification of Need 
Date Comments 

  
  
  
  

 
Volunteers Referred 

Name Date Name Date 
    
    
    
    
    
    
    
    
    
    
    
    
    

  
Request closed on ____/____/____           Completed    No placements possible     No longer needed       

© 2000 Volunteer Florida 



Request for Volunteers 
(Complete one form for each job description.) 

Request # __38_____      Today’s Date:__ 6-19-06__Start Date:_ 6-19-06___  End Date:_ 6-19-06___                

Title of Volunteer Position: __ Shelter Organizer_______________________________________________  

Agency Name: _Forest Heights UM Church______________ Agency Contact:  ___Jo King ____________ 

Agency Address: __25 Holikou Country Lane_______________ Phone: __566-0256_________ Ext:______ 

Duties:  ____Assist five churches set up shelters by moving furniture, bookshelves, and unloading cots 

and shelter supplies. _____________________________________________________________________ 

Volunteers must be physically able to:___Move furniture and supplies up to 25 lbs.____________________ 

Number Needed:  ____5_________   Days/Hrs Needed:__Today, 11 a.m. to 5 p.m._____________________ 

For this position, volunteers must be at least _14__ years of age. 
Skills Needed 

 

Job Skill # Description  Job Skill # Description 
710 Loading / Shipping    

     
     

Follow-up Contacts with Requesting Agency / Clarification of Need 
Date Comments 

  
  
  
  

 
Volunteers Referred 

Name Date Name Date 
    
    
    
    
    
    
    
    
    
    
    
    
    

  
Request closed on ____/____/____           Completed    No placements possible     No longer needed       
 
© 2000 Volunteer Florida 



Request for Volunteers 
(Complete one form for each job description.) 

Request # __39_____      Today’s Date:__ 6-19-06__Start Date:_6-20-06___  End Date:_6-26-06___                

Title of Volunteer Position: __Mass Care Worker_______________________________________________  

Agency Name: ___American Red Cross________________ Agency Contact:  _____Helen Helpus__________ 

Agency Address: __5804 Marty Evans Ave._____________ Phone: __555-6021____________ Ext:________ 

Duties:  ____Assist with public outreach and the distribution of comfort kits and meals, ___________________ 

________________________________________________________________________________________ 

Volunteers must be physically able to:____lift 20 lbs._____________________________________________ 

Number Needed:  ____8_________   Days/Hrs Needed:__Days, 9 am – 5 p.m.____________ 

For this position, volunteers must be at least ____ years of age. 
Skills Needed 

Job Skill # Description  Job Skill # Description 
250 Public Relations

 

    
410 Food    
610 Car    

Follow-up Contacts with Requesting Agency / Clarification of Need 
Date Comments 

  
  
  
  

 
Volunteers Referred 

Name Date Name Date 
    
    
    
    
    
    
    
    
    
    
    
    
    
    

  
Request closed on ____/____/____           Completed    No placements possible     No longer needed       

© 2000 Volunteer Florida 



Request for Volunteers 
(Complete one form for each job description.) 

Request # __40_____      Today’s Date:__ 6-19-06__Start Date:_ 6-20-06___  End Date:_6-21-06___                

Title of Volunteer Position: ___Debris Removal and Cleaning____________________________________  

Agency Name: ___ Loaves and Fishes House ________Agency Contact:  __Matilda Cortez____ 

Agency Address: __16502 Miracle Way_______________ Phone: __555-6492_______ Ext:______ 

Duties:  ____Assist in clearing debris from kitchen and dining areas; cleaning the kitchen to health code 

standards._______________________________________________________________________________ 

Volunteers must be physically able to:___________________ ______________________________________ 

Number Needed:  ____4_________   Days/Hrs Needed:__Two days, 9am – 2 pm_______________________ 

For this position, volunteers must be at least ____ years of age.  

 
Skills Needed 

 

Job Skill # Description  Job Skill # Description 
730 Clean up    
410 Food    

     

Follow-up Contacts with Requesting Agency / Clarification of Need 
Date Comments 

  
  
  
  

 
Volunteers Referred 

Name Date Name Date 
    
    
    
    
    
    
    
    
    
    
    
    
    

  
Request closed on ____/____/____           Completed    No placements possible     No longer needed       

© 2000 Volunteer Florida 



 
Request for Volunteers 

(Complete one form for each job description.) 

Request # __41_____      Today’s Date:__ 6-19-06__Start Date:_ 6-19-06___  End Date:_ 6-19-06___                

Title of Volunteer Position: ___Animal Rescue__________________________________________________  

Agency Name: ___ County Animal Services________ ________Agency Contact:  __Fred Shepherd______ 

Agency Address: __213 Central Ave________________________ Phone: __555-3456_______ Ext:_103___ 

Duties:____Rescue 12 goats from flooded pen.  Animal Services will provide directions____________________ 

Volunteers must be physically able to__Wade in 10 inches of water to herd goats up a ramp into truck_______ 

Number Needed:  ____2_________   Days/Hrs Needed:__Today, ASAP for approx 3 hrs._______________ 

For this position, volunteers must be at least _18_ years of age.  

 
Skills Needed 

Job Skill # Description  Job Skill # Description 
455 Animal Rescue    
460 Animal Care

 

    
     

Follow-up Contacts with Requesting Agency / Clarification of Need 
Date Comments 

  
  
  
  

 
Volunteers Referred 

Name Date Name Date 
    
    
    
    
    
    
    
    
    
    
    
    
    

  
Request closed on ____/____/____           Completed    No placements possible     No longer needed       
 

© 2000 Volunteer Florida 



 
Request for Volunteers 

(Complete one form for each job description.) 

Request # __42_____      Today’s Date:__ 6-19-06__Start Date:_6-19-06___  End Date:_6-20-06___                 

Title of Volunteer Position: ___Hotline Operator__________________________________________________  

Agency Name: ___ Emergency Management Dept.___ ________Agency Contact:  __Juanita Rios________ 

Agency Address: __213 Central Ave________________________ Phone: __555-3456_______ Ext:_103___ 

Duties:_Must speak French or Spanish.  Answer Hotline inquiries from  Fr. & Sp. public about disaster relief___ 

Volunteers must be physically able to__________________________________________________________ 

Number Needed:  ____1 Each_____   Days/Hrs Needed:__Sat. and Sun.  2:00 p.m. – 6:00 p.m.____________ 

For this position, volunteers must be at least _17__ years of age.  

 
Skills Needed 

 

Job Skill # Description  Job Skill # Description 
330 Phone Receptionist  220 Hotline Operator 
261 French    
264 Spanish    

Follow-up Contacts with Requesting Agency / Clarification of Need 
Date Comments 

  
  
  
  

 
Volunteers Referred 

Name Date Name Date 
    
    
    
    
    
    
    
    
    
    
    
    
    

  
Request closed on ____/____/____           Completed    No placements possible     No longer needed      

© 2000 Volunteer Florida 
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