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Sample Volunteer Instructions for

Emergency Procedures
Volunteers should never be left alone at their service site. If a staff member needs to leave unexpectedly, classes should be immediately stopped and resumed the next day.  In the case of an emergency in which a staff member is unable to respond, volunteers should call 911.  

Severe Weather

· Assist staff in turning off all electronic devices, including computers

· Move quickly to the most secure part of the building – away from windows

· Make sure your supervisor knows where you are

· Wait for the all-clear signal from a staff member and/or the Crisis Management Team

Emergency Evacuation  - for situations in which the building is unsafe

· Guide students and assist staff if appropriate
· Turn off computers and lights
· Exit building - test doors for safe passage prior to opening and close behind you as you leave
· Once outside, go to a designated gathering point that is clear of danger
· If you notice someone missing, contact a staff person
· Make sure emergency officials have been contacted
Medical Emergencies
· Call 911 and indicate whether or not a translator is needed

· Contact a staff person

· Try to keep the person calm but don’t touch them unless you are trained in first aid

· Make sure to tell the first response team to the scene whether or not the person speaks English well

Theft

· If something about the building looks suspicious, DO NOT GO IN and do not let students go in  

· Call 911

· If the perpetrator is on the premises after you arrive, leave immediately and call 911

· If the perpetrator is gone, tell a staff person if they are available

Violent Act
· Get to a safe place – do not try to intervene; if you are near a designated exit and can leave, do so 

· Call 911 as soon as possible 

· Contact a staff person

Negative Media Situation 

· Provide as many details as possible to the staff person

· Do not talk to the media yourself – refer all questions to the Executive Director and/or the Development Director

Volunteer Management Handbook

Updated June 2009

