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Standard Operating Procedure 14: Volunteer Monitoring 
Program 
Volunteer Support of Wetland Monitoring 
The wetland biologist manages a group of volunteers that operate under the auspices of the park’s 
volunteer program. The Conservancy for Cuyahoga Valley National Park (CUVA) manages the 
Volunteers-in-Parks (VIP) program in coordination with the National Park Service. The 
Conservancy’s volunteer office is responsible for overall management and direction of the park’s 
volunteer program and assists with recruitment, training, recognition, and communications. The 
wetland biologist trains and supervises the volunteers and handles daily correspondence and time 
reporting to the volunteer office. 

Refer to the Volunteer Supervisor Manual for specific information regarding the Volunteers-In-Parks 
Program, including roles and responsibilities of the volunteer office, volunteer staff, advisory 
committee, volunteer supervisor, and the volunteers, as well as step-by step instructions for working 
with volunteers. The manual is located on the CUVA sharepoint:  
http://inpmwroxshare.nps.doi.net:10234/CUVA%20Policies/Forms/AllItems.aspx 

Each volunteer should have digital (or hard copy if requested) copy of the Volunteer Manual for 
Cuyahoga Valley National Park. A link to the Handbook for Volunteers-in-Parks of CVNP is located 
on the Conservancy’s website: 
http://www.cvnpa.org/UserFiles/Files/volunteer_handbook_0810.pdf 

Serving as a Volunteer 
Forms 
New volunteers must sign a volunteer services agreement form (Attachment 14.1), which provides 
the volunteer with the same coverage as a federal employee for the purposes of tort claims and injury 
compensation only. The original is sent to the volunteer office for retention. In addition, volunteers 
should receive a take-home copy of the position description (Attachment 14.2) and job safety 
analysis (Attachment 14.3). These forms are updated periodically. 

Training 
At a minimum, volunteers must attend 1) training specific to the position (office and field) offered by 
the wetland biologist, 2) first responder training offered through the Conservancy for Cuyahoga 
Valley, and 3) radio training offered through the communications center or by the wetland biologist. 
First responder training covers Citizen CPR (hands-only), first aid, and protection from bloodborne 
pathogens. Additional optional training / learning opportunities are provided periodically. 

Scheduling 
After field training, volunteers are ready to decide whether to adopt a wetland (and specific 
groundwater wells) for the year. Most volunteers select one wetland with 3-5 wells to monitor either 
weekly or biweekly. Once committed to the program for the season, volunteers are provided with:  

1. An access code to the Savacoal House. 

http://inpmwroxshare.nps.doi.net:10234/CUVA%20Policies/Forms/AllItems.aspx
http://www.cvnpa.org/UserFiles/Files/volunteer_handbook_0810.pdf
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2. A combination to unlock the radio cabinet. 
3. An invite to view and post monitoring schedules to the CVNP wetland monitoring calendar. 
4. A volunteer shirt that can be picked up at the Conservancy’s volunteer office. 
 
Time keeping  
Cuyahoga Valley National Park transitioned to Volgistics, a VIP time-keeping database, in 2015.  
The URL for the CUVA database is https://www.volgistics.com/ex/portal.dll/?from=223246. New 
volunteers should receive a User’s Guide, Login Name, and Password from the Volunteer Office to 
begin using Volgistics immediately. Volunteers are required to fill out certain sections of their profile 
and continue to log field hours after returning from a monitoring visit.  

Use of the Savacoal House  
The Savacoal House (5795 Stanford Rd. Peninsula, OH 44264) is the official building used to host 
volunteers and organize volunteer efforts. All volunteers are provided individualized access codes to 
the building, providing unrestricted access to support volunteer work. A shelf is reserved for the 
wetland volunteers where monitoring materials are staged and a mailbox for correspondence is 
located. The building also has a meeting room, restrooms, picnic tables, computers, a copier, field 
guides, a refrigerator, and a microwave. All of these items are available and encouraged for volunteer 
use. Parking is limited in front of the house, so volunteers should are encouraged to use the Boston 
Visitor Center or the Boston Overflow lot for parking.  

Volunteer Wetland Monitoring Procedures 
Field Preparation 
1. Pick up equipment at Savacoal House.  

a. hydrolite or hydrobuzzer 
b. equipment pack 
c. data form 

2. Sign out a radio. All volunteers receive a combination for the radio cabinet at the Savacoal 
House. 

3. Complete Radio Check (Attachment 14.4) 
a. "731 (pause) 630 LAST NAME (e.g. Bennett)" 
b. Wait for the communication center to say "630 Bennett" 
c. Say "Radio check" 
d. The communication center will respond with "loud and clear at TIME (military form)" unless 

there is trouble hearing you.  
e. Note: If an unresolvable communication issue is encountered, use another radio or cell 

phone.  
4. Before departing from the Savacoal house, clean boots with a 2% bleach solution spray that 

covers the entire boot on the outside. This slows the spread of invasive plants and fungus from 
one wetland to the next. 

 
Field Navigation 
1. Drive to first parking location 
2. Notify the communications center either by radio (preferred) or by cell phone at parking location 

before hiking to wells. 

https://www.volgistics.com/ex/portal.dll/?from=223246
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a. "731 (pause) 630 Bennett" 
b. Wait for the communication center to say "630 Bennett" 
c. "We're parked at X (i.e., intersection of Riverview and Brookside Roads) checking 

groundwater wells X (i.e., 1044 and 1108) at X (i.e., Pleasant Valley)." 
d. The communication center will respond with the time (military form). 
e. Note: The radio may not always transmit clearly at some sites. Volunteers may have to walk 

in a ways before reattempting.  
3. Navigate to groundwater well/s accessed from that parking location. 
 
Measure Water Levels 
1. Find arrow on the well pointing north.  
2. Measure the height from the top of the well to the ground (outside of the well).  

a. Hold the tape measure flat against the outside of the well with the hydrolight or 
hydrobuzzer sensors against the ground surface.  

b. Hold the tape as vertically level as possible.  
c. Pull the top of the tape tight enough to get the slack out.  
d. Measure to the very top of the well just above the north arrow to the nearest millimeter. 

Record the measurement in meters. 
3. Measure the height from the top of the well to the water (inside the well). 

a. Lower the sensors down the well slowly.  
b. The sensor will transmit a signal to the LED (light up) or buzzer (sound) when the nails 

hit the water surface.  
c. Slightly pull back on the tape until the beeping stops or the light goes away and relower it 

in millimeter increments until it turns back on. This indicates the depth of water in the 
well.  

d. Record the measurement. 
4. Before leaving the wetland, try to remove soil and/or seeds that may be attached to clothing and 

boots. Rinse boots in water to help this process if standing water is nearby. 
 
Check-out 
1. Check out after safe return to vehicle  

a. "731 (pause) 630 Bennett". 
b. Wait for the communication center to say "630 Bennett". 
c. "We're leaving XXX (Pleasant Valley)". 
d. The communication center will respond with the time (i.e., military time). 

2. Note: If you forget to check out, you may receive follow up calls from the communications 
center to make sure that you are OK. Please remember to check out even if it is late. 

3. Upon completion of the well monitoring, return to the Savacoal House. 
a. Return well monitoring equipment to the original location. Notify the project manager with 

equipment concerns. 
b. Log the time worked in Volgistics. 
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Attachment 14.1. Volunteer Services Agreement Form 
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Attachment 14.2. Position Description for the “Wetland 
Monitors” Volunteer Group 
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Attachment 14.3. Job Safety Analysis for Wetland Monitor Volunteers 
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Attachment 14.4. Radio Communication Pocket Guide 
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