UnityReach Global Volunteer Readiness Coordinator
Complete Responsibilities: Appointment–January 3, 2029
1. Position Purpose
The Volunteer Readiness Coordinator is responsible for bringing all mission participation requirements into one controlled readiness process and determining whether each accepted volunteer is eligible for final deployment review.
The Coordinator monitors readiness across:
· Application and acceptance. 
· Background screening. 
· Professional credentials. 
· Department assignment. 
· Participation payments. 
· Training and certification. 
· Passport and travel documents. 
· Emergency contacts. 
· Required forms and waivers. 
· Medical travel review where applicable. 
· Safeguarding requirements. 
· Family and child requirements. 
· Department-specific requirements. 
· Airline and housing capacity. 
· Final leadership approval. 
The Coordinator must ensure that no volunteer is represented as deployment ready simply because they registered, were accepted, paid, completed training, received a ticket, or holds a leadership position.

2. Readiness Definition
A volunteer is deployment ready only when every applicable mandatory requirement has been:
· Completed. 
· Verified. 
· Approved by the authorized person. 
· Recorded in the readiness system. 
· Free from an unresolved critical hold. 
The readiness process should move through:
Registered → Application Submitted → Screened → Accepted → Deposit Paid → Training Completed → Documents Verified → Department Requirements Completed → Fully Paid → Certified → Final Review Completed → Deployment Ready → Active Mission Participant
Each status must remain distinct.

3. Reporting Relationship
The Volunteer Readiness Coordinator:
· Reports directly to the Volunteer Director. 
· Works under the operational authority of the Mission Director. 
· Receives accepted-volunteer status from the Application and Screening Coordinator. 
· Receives training and certification status from the Training and Certification Coordinator. 
· Receives payment milestones from the Finance Director. 
· Receives travel-document status from the Travel and Airline Coordinator. 
· Receives family and minor status from the Family and Child Participant Coordinator. 
· Coordinates wellness support with the Volunteer Care and Wellness Coordinator. 
· Coordinates department requirements with each department director. 
· Coordinates passport, form, and roster records with the Administrative Coordinator. 
· Coordinates safety, safeguarding, and deployment holds with the Safety Officer. 
· Coordinates medical travel requirements with the Medical Director. 
· Coordinates volunteer notifications with the Communications Director or approved notification system. 
· Coordinates final roster movement with Logistics and Airport Operations. 
The Coordinator may supervise readiness case managers, document reviewers, roster analysts, reminder-support personnel, readiness help-desk staff, and certification-review assistants.

4. Required Qualifications
The Coordinator should demonstrate:
· Experience in compliance, onboarding, credentialing, volunteer management, human resources, case management, project coordination, travel readiness, or quality assurance. 
· Ability to manage multiple interdependent requirements. 
· Strong documentation and follow-up skills. 
· Ability to apply rules consistently. 
· Understanding of role-based privacy. 
· Ability to distinguish readiness status from application, payment, or training status. 
· Ability to coordinate multiple departments. 
· Strong judgment regarding holds, exceptions, and escalations. 
· Ability to manage deadlines without pressuring staff to bypass controls. 
· Strong communication and problem-solving skills. 
· Ability to work with dashboards, databases, reports, and audit logs. 
· Commitment to fairness, accessibility, safeguarding, and confidentiality. 

5. Readiness Principles
The readiness process must follow these principles:
· All mandatory requirements matter. 
· No single department may declare overall readiness independently. 
· Payment does not override screening or safeguarding. 
· Training completion does not override credential or travel-document requirements. 
· Ticketing does not override readiness. 
· Leadership status does not create an exception. 
· Test accounts must be excluded from real deployment totals. 
· Overrides must be documented. 
· Earlier holds and failed reviews must remain in history. 
· Volunteers must receive clear next steps. 
· Readiness information must be restricted according to role. 
· Recruiters must not receive private medical, financial, screening, or document information. 
· Volunteers should see their own requirements. 
· Staff should see only the information necessary for their duties. 
· Critical holds must prevent final certification and launch. 
· Final readiness decisions must be auditable. 

6. Readiness Categories
Application readiness
May include:
· Application submitted. 
· Identity verified. 
· Interview completed. 
· References completed. 
· Background screening completed. 
· Credentials verified. 
· Department review completed. 
· Acceptance recorded. 
· Conditions resolved. 
Financial readiness
May include:
· Deposit paid. 
· February payment completed. 
· April payment completed. 
· Final June payment completed. 
· Approved payment arrangement. 
· Refund or cancellation status. 
· No unresolved financial hold. 
The Readiness Coordinator should generally receive milestone status—not complete transaction details.
Training readiness
May include:
· Core modules completed. 
· Department modules completed. 
· Quizzes passed. 
· Live sessions attended. 
· Practical sign-offs completed. 
· Code of Conduct acknowledged. 
· Waivers completed. 
· Training certificate active. 
Document readiness
May include:
· Passport information submitted. 
· Passport verified. 
· Passport expiration acceptable. 
· Visa or entry requirement resolved where applicable. 
· Emergency contact complete. 
· Travel consent complete. 
· Minor documentation complete. 
· Required forms signed. 
· Insurance information submitted where required. 
Medical travel readiness
May include:
· Required confidential questionnaire completed. 
· Travel-related medical review completed where required. 
· Medication or device plan established. 
· Accommodation needs recorded. 
· Medical clearance or restriction recorded by authorized clinical personnel. 
· Emergency information available to authorized personnel. 
The readiness dashboard should display a general status without revealing diagnoses.
Department readiness
May include:
· Department assignment confirmed. 
· Role description acknowledged. 
· Credentials verified. 
· Department training completed. 
· Practical skills signed off. 
· Schedule acknowledged. 
· Equipment or uniform requirements completed. 
· Department director approval. 
Family and child readiness
May include:
· Family members linked. 
· Guardian authority verified. 
· Minor consent completed. 
· Child passport verified. 
· Housing assignment confirmed. 
· Travel supervision established. 
· Child-specific training completed. 
· Emergency contacts complete. 
· Childcare expectations acknowledged. 
Safety and safeguarding readiness
May include:
· Safeguarding training. 
· Background check. 
· Conduct acknowledgment. 
· Security briefing. 
· Emergency procedures. 
· No unresolved critical safeguarding hold. 
· Role-specific safety requirements. 

7. Readiness Statuses
Suggested overall statuses include:
· Not started. 
· Onboarding. 
· In progress. 
· Action required. 
· Awaiting volunteer. 
· Awaiting department. 
· Awaiting staff review. 
· Conditionally ready. 
· Readiness review. 
· Ready with conditions. 
· Deployment ready. 
· On hold. 
· Suspended. 
· Not cleared. 
· Withdrawn. 
· Canceled. 
· Deployed. 
· Early return. 
· Mission completed. 
· Certification suspended. 
· Certification revoked. 
“Ready with conditions” must not be treated as the same as “deployment ready.”

8. Readiness Item Statuses
Each individual requirement should support statuses such as:
· Not applicable. 
· Not assigned. 
· Assigned. 
· Not started. 
· In progress. 
· Submitted. 
· Under review. 
· Approved. 
· Completed. 
· Rejected. 
· Expired. 
· Action required. 
· Waived by authorized exception. 
· On hold. 
· Superseded. 
Every item should show:
· Requirement. 
· Responsible party. 
· Due date. 
· Status. 
· Next action. 
· Evidence. 
· Reviewer. 
· Completion date. 
· Expiration where applicable. 
· Override history. 

9. Readiness Engine
The readiness engine should synchronize authoritative status from:
· Volunteer profiles. 
· Applications. 
· Screening records. 
· Payment ledger. 
· Training records. 
· Document records. 
· Professional credentials. 
· Department assignments. 
· Family and minor records. 
· Safety and safeguarding requirements. 
· Housing and travel records. 
· Certification records. 
The system should:
· Recalculate after material updates. 
· Avoid overwriting authoritative source records. 
· Preserve history. 
· Identify stale or expired items. 
· Trigger next steps. 
· Update authorized dashboards. 
· Exclude test records. 
· Prevent unauthorized manual completion. 
· support 100–200 participants. 
· Produce final deployment rosters. 

10. Volunteer Readiness Dashboard
Each volunteer should see:
· Overall readiness percentage. 
· Current readiness status. 
· Mission countdown. 
· Mission timeline. 
· Required categories. 
· Completed items. 
· Outstanding items. 
· Deadlines. 
· Per-item next steps. 
· Contact or support route. 
· Training progress. 
· General payment milestone status. 
· Document status. 
· Department status. 
· Certification status. 
· Holds that can appropriately be disclosed. 
· Certificate access when eligible. 
The dashboard should avoid exposing internal investigation notes, private staff comments, or information about other participants.

11. Staff Readiness Console
Authorized staff should have:
· Readiness roster. 
· Search and filters. 
· Department filters. 
· Language filters. 
· Status filters. 
· Percentage ranges. 
· Missing-item filters. 
· Payment milestone status. 
· Training status. 
· Document status. 
· Screening status. 
· Department requirements. 
· Certification status. 
· Holds. 
· Overrides. 
· Review chain. 
· Reminder actions. 
· CSV export. 
· Deployment roster export. 
· Audit history. 
· Test-account exclusion. 
Access must remain role based.

12. Readiness Percentage
The Coordinator will ensure the readiness percentage is:
· Based only on applicable requirements. 
· Weighted or unweighted according to approved policy. 
· Not inflated by optional items. 
· Recalculated accurately. 
· Accompanied by the actual readiness status. 
· Prevented from reaching deployment-ready status when a critical hold exists. 
A volunteer may show a high percentage while still not being ready because one critical item remains unresolved.

13. Critical Requirements
Critical items may include:
· Final acceptance. 
· Required background check. 
· Safeguarding clearance. 
· Verified clinical license. 
· Passport validity. 
· Full payment or authorized financial clearance. 
· Mandatory core training. 
· Department training. 
· Code of Conduct. 
· Required waiver. 
· Minor travel consent. 
· Final department approval. 
· Active training certificate. 
· No critical safety or conduct hold. 
Critical requirements cannot be treated as optional percentage points.

14. Readiness Deadlines
The Coordinator will establish deadlines aligned with:
· Registration opening: October 1, 2026. 
· Deposit: December 2027. 
· 25% payment: February 2028. 
· 25% payment: April 2028. 
· Final payment: June 2028. 
· Department assignment. 
· Passport verification. 
· Training launch. 
· Live sessions. 
· Practical sign-offs. 
· Final document review. 
· Airline ticketing. 
· Housing roster. 
· Final certification. 
· Departure: December 14, 2028. 
Deadlines should provide enough time to resolve problems without last-minute pressure.

15. Readiness Case Management
Every participant should have:
· An assigned readiness owner where needed. 
· Applicable requirements. 
· Current status. 
· Next actions. 
· Communication history. 
· Hold history. 
· Override history. 
· Escalation history. 
· Final decision. 
· Post-deployment completion status. 
High-risk or delayed cases may require a formal case-management note and weekly follow-up.

16. Volunteer Communications
Readiness communications should:
· Explain the outstanding requirement. 
· Identify the deadline. 
· Provide a specific next step. 
· Provide the correct contact. 
· Avoid exposing sensitive information in subject lines. 
· Be available in the volunteer’s selected language. 
· Avoid threatening or shaming. 
· Explain consequences accurately. 
· Record delivery status. 
· Offer assistance or accommodation routes. 
Communications must distinguish between:
· Reminder. 
· Warning. 
· Hold. 
· Suspension. 
· Cancellation. 
· Certification decision. 

17. Automated Reminders
The system may send readiness reminders through:
· Email. 
· Telegram where approved. 
· Dashboard notifications. 
· Other approved channels. 
The Coordinator will manage:
· Channel toggles. 
· Lead time. 
· Repeat interval. 
· Send hour. 
· Language-specific content. 
· Preview. 
· Reminder scan. 
· Delivery history. 
· Retry history. 
· Idempotency. 
· Per-volunteer manual reminder actions. 
Automated notifications must not reveal medical diagnoses, screening findings, complete financial balances, or safeguarding details.

18. Reminder Escalation
A possible escalation sequence is:
1. Friendly reminder. 
2. Deadline reminder. 
3. Action-required notice. 
4. Readiness-at-risk notice. 
5. Formal hold warning. 
6. Hold applied. 
7. Cancellation or replacement review. 
The sequence may be shortened for critical late-emerging concerns.
Volunteers should be given a reasonable opportunity to resolve ordinary missing requirements.

19. Readiness Holds
A readiness hold may be applied for:
· Incomplete screening. 
· Unresolved safeguarding concern. 
· Expired credential. 
· Missing passport. 
· Incomplete payment. 
· Missing training. 
· Missing documents. 
· Department refusal. 
· Medical travel restriction. 
· Minor consent problem. 
· Serious conduct complaint. 
· Identity discrepancy. 
· Fraud concern. 
· Unresolved readiness override. 
· Other approved critical issue. 
The hold record should include:
· Type. 
· Reason category. 
· Detailed restricted note. 
· Person applying hold. 
· Date. 
· Volunteer-facing message. 
· Resolution requirements. 
· Review date. 
· Removal authority. 
· Notification history. 
· Final resolution. 

20. Automatic Hold Notifications
When an authorized hold is applied or removed:
· The volunteer should receive an appropriate notice. 
· The Volunteer Director should be able to see the status. 
· Relevant staff should be notified. 
· Restricted details should remain protected. 
· The audit log should record the action. 
· The readiness engine should recalculate. 
· Ticketing, certification, assignment, or deployment actions should be blocked as required. 

21. Overrides
Overrides must be exceptional.
Every override should record:
· Requirement. 
· Original status. 
· Requested exception. 
· Operational reason. 
· Risk assessment. 
· Alternative control. 
· Supporting evidence. 
· Approver. 
· Second reviewer where required. 
· Date. 
· Expiration. 
· Volunteer notification. 
· Audit entry. 
An override must not bypass:
· Legal travel requirements. 
· Professional licensing. 
· Critical safeguarding requirements. 
· Essential clinical competence. 
· Required minor consent. 
· A direct safety prohibition. 

22. Readiness Review Chain
The final review may include:
1. System validation. 
2. Readiness case review. 
3. Department leader approval. 
4. Training certification confirmation. 
5. Finance milestone confirmation. 
6. Document and travel verification. 
7. Safety and safeguarding confirmation. 
8. Volunteer Director review. 
9. Mission Director final authorization. 
The system must identify:
· Pending reviewer. 
· Completed reviewer. 
· Decision. 
· Date. 
· Conditions. 
· Notes. 
· Overrides. 
· Final status. 

23. Deployment Certification
The Training and Certification Coordinator issues the training certificate. The Volunteer Readiness Coordinator confirms whether the person satisfies the complete deployment standard.
A person may have:
· Valid training certificate but incomplete payment. 
· Full payment but incomplete passport. 
· Passport and ticket but incomplete screening. 
· Completed training but unresolved safeguarding hold. 
Therefore, the final deployment-ready status must remain separate from training certification.

24. Deployment Roster
The final deployment roster should contain only information necessary for operations, such as:
· Volunteer name. 
· Volunteer ID. 
· Department. 
· Role. 
· Overall readiness status. 
· Certification status. 
· Travel group. 
· Housing group. 
· Emergency role. 
· Restricted operational indicator where necessary. 
The bulk roster must not display unnecessary:
· Diagnoses. 
· Background reports. 
· Payment amounts. 
· Passport numbers. 
· Safeguarding details. 
· Private application notes. 
Authorized PDF and CSV exports should be audit logged.

25. Roster Reconciliation
Before final approval, the Coordinator will reconcile the readiness roster against:
· Accepted-volunteer roster. 
· Finance roster. 
· Training roster. 
· Passport and travel roster. 
· Airline manifest. 
· Housing roster. 
· Department roster. 
· Family and minor roster. 
· Safety hold list. 
· Certification list. 
· Test-account list. 
· Withdrawn and canceled list. 
Every difference must be resolved or documented.

26. Referrals Integration
Authorized staff may see readiness milestones within referral administration, including:
· Readiness percentage. 
· Readiness status. 
· Training completion. 
· Certification. 
· Deployment-ready status. 
Recruiters should see only limited referral status.
The Coordinator must ensure that:
· Readiness does not alter original referral attribution improperly. 
· Test records remain excluded. 
· Medical, screening, and financial details remain protected. 
· CSV exports follow permissions. 
· Referral totals distinguish registration from active participation. 

27. Accessibility and Accommodation
The Coordinator will:
· Provide accessible readiness instructions. 
· Allow assisted document submission. 
· Provide language support. 
· Offer alternatives for people without internet. 
· Coordinate training accommodations. 
· Coordinate airport and housing accommodations. 
· Avoid assuming disability means not ready. 
· Request only the functional information needed. 
· Restrict medical details. 
· Document approved accommodations. 
· Confirm accommodations with responsible departments. 
· Escalate unresolved barriers early. 
Accommodations should support compliance without lowering essential safety or competence standards.

28. Readiness Help Desk
The Coordinator will organize support for:
· Missing requirements. 
· Incorrect status. 
· Document-upload problems. 
· Training synchronization. 
· Payment milestone status questions. 
· Passport-review questions. 
· Department assignment. 
· Family-linking errors. 
· Certificate problems. 
· Holds. 
· Overrides. 
· Reminder errors. 
· Accessibility. 
· Language display. 
· Final roster questions. 
Support staff must not mark requirements complete without evidence and authorization.

29. Data Privacy and Access
The Coordinator will ensure:
· Volunteers see only their own readiness records. 
· Department leaders see only relevant personnel and requirements. 
· Finance remains authoritative for transaction details. 
· Medical information remains clinical and restricted. 
· Screening reports remain restricted. 
· Recruiters do not receive private readiness information. 
· System administrators access data only as required. 
· Exports are logged. 
· Access is removed promptly. 
· Test accounts are flagged. 
· Audit history is preserved. 
· Failed public certificate verifications remain neutral. 

30. Readiness Audits
The Coordinator will conduct audits to verify:
· Requirements are assigned correctly. 
· Completed statuses have evidence. 
· Expiration dates are accurate. 
· Holds block required actions. 
· Overrides are authorized. 
· Training synchronizes correctly. 
· Payments synchronize correctly. 
· Test accounts are excluded. 
· Family records are linked. 
· Department approvals are current. 
· Certificates are valid. 
· Revoked or suspended volunteers do not appear active. 
· Exports follow access rules. 
· Audit logs exist. 

31. Capacity and Attrition Management
The Coordinator will track:
· Accepted volunteers. 
· Deposit-paid volunteers. 
· Fully paid volunteers. 
· Certified volunteers. 
· Deployment-ready volunteers. 
· Volunteers at risk. 
· Volunteers on hold. 
· Withdrawals. 
· Cancellations. 
· Waitlisted replacements. 
· Department gaps. 
· Airline capacity. 
· Housing capacity. 
Leadership should not assume that an accepted count equals the final deployment count.

32. Replacement Readiness
When a participant withdraws or is removed, the Coordinator will:
· Verify authorization. 
· Update status. 
· Notify relevant departments. 
· Review the waitlist. 
· Identify a qualified replacement. 
· Confirm sufficient time for screening, payment, training, passport, and department readiness. 
· Prevent requirements from being bypassed. 
· Update travel and housing rosters. 
· Preserve the original participant’s history. 
· Document the replacement decision. 

33. Readiness Status During Deployment
Readiness continues after departure.
Possible field statuses include:
· Active participant. 
· Temporarily restricted. 
· Reassigned. 
· Medical hold. 
· Conduct hold. 
· Suspended from duties. 
· Early return. 
· Removed from mission. 
· Mission completed. 
· Certification suspended. 
· Certification revoked. 
Field changes must be documented and communicated only to authorized personnel.

34. Authority
Within approved policies, the Coordinator may:
· Assign readiness requirements. 
· Request documentation. 
· Verify administrative completion. 
· Send reminders. 
· Apply administrative readiness holds. 
· Escalate critical deficiencies. 
· Initiate final review. 
· Recommend deployment-ready status. 
· Correct administrative errors with audit history. 
· Request a roster reconciliation. 
· Block export or release of an inaccurate deployment roster. 
· Recommend replacement of a nonready participant. 
· Coordinate suspension or revocation updates from authorized decision makers. 
Final deployment authorization remains with the designated leadership chain.

35. Limitations
The Coordinator may not:
· Approve their own override. 
· Falsify completion. 
· Change financial transactions. 
· Clear clinical credentials. 
· Diagnose medical fitness. 
· Delete failed screening or training history. 
· Remove safeguarding holds without authority. 
· Mark a participant ready because a ticket was purchased. 
· Expose medical or screening details to recruiters. 
· Include test accounts in deployment totals. 
· Permit a critical requirement to count as optional. 
· Backdate completion. 
· Guarantee deployment. 
· Override government travel requirements. 
· Allow last-minute replacement without required review. 
· Mark readiness UAT as passed without actual evidence. 

36. Volunteer Readiness Workflow
The standard workflow should be:
Applicant Accepted → Readiness Profile Created → Requirements Assigned → Payment Milestones Synced → Training Assigned → Documents Submitted → Screening Verified → Department Requirements Reviewed → Family and Medical Requirements Reviewed → Outstanding Actions Communicated → Holds and Exceptions Resolved → Training Certificate Confirmed → Final Review Chain Completed → Deployment-Ready Status Approved → Airline, Housing, and Department Rosters Reconciled → Participant Deployed → Field Status Monitored → Mission Completion Recorded

37. Timeline and Deliverables
Phase 1: August–December 2026
The Coordinator will:
· Meet with the Volunteer Director and Mission Director. 
· Identify every deployment requirement. 
· Draft the Volunteer Readiness Management Plan. 
· Create the readiness-category framework. 
· Define critical requirements. 
· Define readiness statuses. 
· Develop hold and override procedures. 
· Establish privacy rules. 
· Create preliminary readiness dashboards. 
· Define integration requirements. 
· Develop deadlines. 
· Prepare the preliminary budget. 
· Create the readiness risk register. 
Required deliverables
· Volunteer Readiness Management Plan. 
· Requirement matrix. 
· Critical-requirement list. 
· Status definitions. 
· Hold and override procedure. 
· Review-chain framework. 
· Dashboard requirements. 
· Preliminary budget. 
· Risk register. 

Phase 2: January–December 2027
The Coordinator will build and test the readiness system.
Responsibilities include:
· Configure requirement categories. 
· Establish source-system integrations. 
· Develop volunteer and staff dashboards. 
· Create readiness reminders. 
· Develop hold notifications. 
· Create override records. 
· Build final-review workflows. 
· Develop roster exports. 
· Establish certificate integration. 
· Create test-account exclusion. 
· Test readiness calculations. 
· Test expired items. 
· Test holds and suspensions. 
· Test privacy and role access. 
· Correct system weaknesses. 
· Train early staff users. 
By December 2027
The Coordinator should have:
· A functioning readiness engine. 
· Volunteer readiness panels. 
· Staff readiness console. 
· Hold and override workflows. 
· Notifications. 
· Review chains. 
· Certificate integration. 
· Audit logs. 
· Tested roster exports. 
· Test-data exclusions. 

Phase 3: January–June 2028
The Coordinator will actively manage readiness.
Responsibilities include:
· Create readiness profiles for accepted volunteers. 
· Monitor payment milestones. 
· Monitor screening. 
· Assign document requirements. 
· Monitor passport progress. 
· Coordinate training assignments. 
· Identify missing department requirements. 
· Send reminders. 
· Apply holds where authorized. 
· Conduct monthly roster reconciliation. 
· Identify attrition risk. 
· Coordinate waitlist replacements. 
· Provide readiness reports to leadership. 
By June 30, 2028
The Coordinator should have:
· Active readiness profiles. 
· Reconciled payment and acceptance statuses. 
· Passport progress. 
· Initial training status. 
· Department assignment. 
· Clear at-risk roster. 
· Replacement recommendations. 
· Capacity projections for 100–200 participants. 

Phase 4: July–September 2028
The Coordinator will intensify readiness management.
Responsibilities include:
· Conduct biweekly or weekly reviews. 
· Reverify credentials and documents. 
· Monitor training completion. 
· Monitor practical sign-offs. 
· Resolve family and minor requirements. 
· Confirm travel and housing accommodations. 
· Apply holds for serious deficiencies. 
· Escalate unresolved cases. 
· Promote qualified replacements. 
· Audit overrides. 
· Prepare preliminary deployment rosters. 
· Conduct cross-system reconciliation. 
Deliverables
· Preliminary deployment roster. 
· Critical deficiency report. 
· Hold report. 
· Override report. 
· Replacement roster. 
· Department readiness report. 
· Travel and housing accommodation report. 
· Readiness audit report. 

Phase 5: October–November 2028
The Coordinator will:
· Conduct weekly readiness reviews. 
· Monitor intensive training. 
· Resolve document deficiencies. 
· Reconcile payment, training, and screening. 
· Confirm department approvals. 
· Send escalating reminders. 
· Apply final readiness holds. 
· Coordinate certification reviews. 
· Reconcile airline and housing capacity. 
· Prepare deployment roster drafts. 
· Report participants at risk of removal. 
· Ensure leadership has accurate—not inflated—totals. 

Phase 6: December 1–13, 2028
The Coordinator will:
· Conduct daily or frequent readiness monitoring. 
· Complete final roster reconciliation. 
· Verify every critical requirement. 
· Confirm active training certificates. 
· Confirm passports and travel status. 
· Confirm full payment or authorized financial clearance. 
· Confirm family and minor documentation. 
· Confirm department approval. 
· Confirm no unresolved safeguarding hold. 
· Process only authorized final exceptions. 
· Mark qualified participants deployment ready. 
· Generate the final deployment PDF and CSV. 
· Provide the approved roster to Airport Operations, Travel, Housing, and departments. 
· Submit final readiness certification to the Volunteer Director and Mission Director. 

38. Departure Day — December 14, 2028
The Coordinator will:
· Maintain the authoritative deployment-ready roster. 
· Support airport check-in. 
· Verify status when discrepancies arise. 
· Avoid public discussion of private reasons. 
· Escalate last-minute holds. 
· Record no-shows. 
· Update boarded and active-participant statuses. 
· Reconcile the final airline manifest. 
· Notify Housing and departments of changes. 
· Preserve readiness history. 
· Submit the final departure count. 
No airport volunteer may independently clear a participant whose status is on hold.

39. Active Mission Operations — December 15–23, 2028
The Coordinator will:
· Monitor field status changes. 
· Record temporary restrictions. 
· Coordinate reassignment. 
· Apply authorized field holds. 
· Track emergency or remedial training. 
· Coordinate conduct and safeguarding reviews. 
· Update active-participant counts. 
· Ensure departments use current rosters. 
· Prevent suspended volunteers from continuing restricted duties. 
· Document early returns. 
· Preserve privacy. 
· Provide mission leadership with accurate daily status where required. 

40. Fellowship Period — December 24, 2028–January 2, 2029
The Coordinator will:
· Continue monitoring volunteer conduct and status. 
· Record early departures. 
· Track unresolved incidents. 
· Reconcile active participants. 
· Confirm return-flight readiness. 
· Verify passports and January 3 travel status. 
· Coordinate medical or accessibility changes. 
· Prepare the final return roster. 
· Collect volunteer readiness feedback. 
· Document lessons learned. 
· Begin the readiness closeout report. 

41. Final Day — January 3, 2029
The Coordinator will:
· Confirm the final return roster. 
· Reconcile participants leaving each housing property. 
· Track airport arrival. 
· Record boarded status. 
· Document delayed, missing, or alternate-status travelers. 
· Confirm return to Florida. 
· Record early-return and mission-completion statuses. 
· Secure readiness records. 
· Remove temporary field access. 
· Transfer unresolved holds or incidents. 
· Participate in the final leadership review. 
· Submit the preliminary readiness closeout report. 

42. Records and Documentation
The Coordinator must maintain:
· Readiness management plan. 
· Requirement matrix. 
· Readiness profiles. 
· Category and overall statuses. 
· Deadlines. 
· Reminder history. 
· Holds. 
· Hold-removal records. 
· Overrides. 
· Review-chain decisions. 
· Department approvals. 
· Certification status. 
· Roster reconciliations. 
· Deployment PDF and CSV exports. 
· Airline and housing comparisons. 
· Test-account exclusions. 
· Field restrictions. 
· Suspensions and revocations. 
· Early returns. 
· Mission completion. 
· Privacy and data incidents. 
· Final evaluation and lessons learned. 

43. Performance Indicators
Performance may be evaluated using:
· Percentage of accepted volunteers with active readiness profiles. 
· Readiness completion rate. 
· Number of deployment-ready participants. 
· Critical-requirement completion. 
· Reminder delivery success. 
· Hold-resolution time. 
· Override accuracy. 
· Department approval completion. 
· Passport verification completion. 
· Training certification completion. 
· Payment milestone synchronization. 
· Family and minor readiness. 
· Roster reconciliation accuracy. 
· Number of nonready participants reaching airport operations. 
· Number of unauthorized clearances. 
· Test-data exclusion. 
· Privacy compliance. 
· Replacement readiness. 
· Final deployment and return reconciliation. 
· Timeliness and accuracy of reporting. 

44. Key Risks to Manage
The Coordinator must actively manage:
· Inflated readiness percentages. 
· Critical requirements treated as optional. 
· Missing passport. 
· Incomplete screening. 
· Expired credentials. 
· Unfinished training. 
· Unpaid balances. 
· Missing minor consent. 
· Unresolved safeguarding holds. 
· Unauthorized overrides. 
· Stale source-system data. 
· Duplicate profiles. 
· Test accounts entering deployment totals. 
· Recruiter access to private data. 
· Last-minute leadership pressure. 
· Ticketed but nonready participants. 
· Mismatched airline, housing, and department rosters. 
· Suspended certificates shown as active. 
· Inaccessible readiness processes. 
· Unresolved field restrictions. 
· Participants not accounted for on return. 

45. Immediate First 30-Day Action Plan
Within the first 30 days, the Volunteer Readiness Coordinator should:
1. Meet with the Volunteer Director and Mission Director. 
2. Identify every mission-readiness requirement. 
3. Draft the Volunteer Readiness Management Plan. 
4. Create readiness categories. 
5. Identify critical versus noncritical requirements. 
6. Define overall and item-level statuses. 
7. Establish authoritative data sources. 
8. Design the volunteer readiness panel. 
9. Design the staff readiness console. 
10. Create hold and hold-removal procedures. 
11. Create override and alternative-control procedures. 
12. Define the final review chain. 
13. Establish readiness deadlines. 
14. Develop reminder and escalation procedures. 
15. Define deployment-roster requirements. 
16. Prepare the preliminary budget. 
17. Create the readiness risk register. 
18. Establish the system-testing and audit schedule. 

46. Closing Responsibility Statement
The Volunteer Readiness Coordinator is responsible for answering one critical question for every participant:
Has this person completed every requirement necessary to deploy safely and serve in the assigned role?
The answer must be based on verified records—not assumptions, payment alone, ticketing, personal relationships, referral performance, or leadership pressure.

