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United Way Volunteer Center 

Volunteer Leader Tip Sheet

Safety and Contingency
Safety

The day of the project, you should make sure you review safety precautions with the volunteers and remind your task leaders to do the same. 

As the Volunteer Leader, you should:
· Educate volunteers about safety.
· Communicate to volunteers where the emergency exits, first aid kits and automated external defibrillators (AED’s) are located, and disaster plans.
· Communicate where the phones are located to call first responders if necessary. 
· Document all incidents that occur while on the project site; this will help to mitigate risk. 
Contingency Planning
There are always unexpected situations that come up no matter how much planning you do; below are some ways to plan for those situations:

· Think through the worst-case scenarios of what could go wrong and try to come up with a plan to get through that scenario. 
· Create contingency plans for weather. If your project is outside, do the volunteers have another project to complete inside? If your project is inside and the heating or air goes out; is there another place for the volunteers to serve? What if there is a disaster; do you know where to send the volunteers? 
· Prepare ways to expand or reduce project goals due to the number of volunteers by creating a task list and prioritizing the jobs to be done. 
· Know who to contact in case of problems.
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