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Guide to Managing MRC Volunteer Information
 

Managing the information necessary to keep a Medical Reserve Corps (MRC) unit running can 
be one of the most demanding aspects of managing the unit. For each volunteer, your MRC 
unit will need to keep a record containing contact information, credentials and training, and 
information on any activities in which the volunteer participates. Fortunately, a variety of 
methods are available to help you track this information. This guide provides a helpful 
overview for those who are new to the process. 

Because some volunteer information can be sensitive (e.g., professional license numbers and 
other personal information), always include a policy regarding the protection and distribution 
of this information. You should inform volunteers if you need to share their information with 
an outside agency for screening purposes or if you plan to include them in a statewide 
database. Providing the potential volunteers with a written policy of how their information 
will be used and how you will protect sensitive information will help the volunteer be more 
comfortable disclosing the necessary information. 

Determine what information you will need as you manage your MRC unit and set up a system 
to track it as easily as possible. 

Developing a Volunteer Database 

•	 First, determine whether a database is available through your state’s volunteer registry. 
Some states allow local administrative access to the state registry so that MRC leaders 
can manage their volunteers in the registry. 

•	 If you do not have access to the state registry, consider the possibility of partnering 
with another organization, such as a volunteer center, to use an existing database. 

•	 If you decide to develop your own database, determine what you want your volunteer 
information database to do. Which outputs and reports will you need? Which functions 
must they perform? 

•	 Design your database to fulfill these functions or outputs. 

–	 Balance between anticipating future information needs and building a system that 
exceeds your near-term needs. 

•	 Choose a database format that fits your needs for data entry and retrieval and your 
available resources. 

–	 Determine whether your data and system will need to be compatible with your 
local response partners and/or your state’s volunteer registry. 

•	 Ensure privacy of volunteer information. 

•	 Decide which data you will need to collect from prospective volunteers before you 
begin collecting their applications and interviewing them. 

•	 Design your volunteer application forms so that they are easy to complete and that 
data are easily transferable to a computer system (if this is the chosen format). 
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Collecting Engagement and Utilization Data
 

•	 Develop a volunteer activity tracking system. 

•	 Use this system to track the number of hours your volunteers devote to their MRC 
activities. Categorize these numbers by activity and professional background. 

•	 Develop an engagement or utilization form to help track the information you might 
want to consider later (e.g., when improving your system or filing an incident report). 

•	 Use this form to track the details of particular volunteer engagements or utilization, 
including exercises. 

–	 Note the circumstances involved in deployment or utilization; the sequence of 
events; the names of other organizations involved and their roles and participation; 
difficulties encountered regarding communication or other activation systems; 
effective procedures; and resources consumed during the engagement, potentially 
useful resources, and resources that were unnecessary. 

•	 Use your engagement and utilization data during post-response feedback sessions 
with volunteers and response partners to improve future response efforts. 

•	 Be sure to update your unit profile with information about your activities.  

Additional Resources 

The Emergency System for Advance Registration of Volunteer Health Professionals: 
http://www.phe.gov/esarvhp/pages/about.aspx 

Jayne Cravens’ Chart of Volunteer Software: 
http://www.coyotecommunications.com/tech/volmanage.html 

Recordkeeping, Accounting, and Software for Volunteer Management: 
http://www.energizeinc.com/art/subj/record.html 
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