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Introduction

Section Overview

Welcome

Section
Contents

Welcome to Earth Angels!

Angel Flight West would not exist without the many generous volunteers
like you. The service you are providing is extremely important to many
people in need. We, our medical and social service partners, and most
importantly the passengers you transport, are grateful for your volunteer

efforts.

This introductory section contains the following topics:

Topic See Page
About this Handbook 3
Volunteer Driver Requirements 4
Earth Angel Orientation 6




About This Handbook

Purpose of this
Handbook

Intended
Audience

Keep this
Handbook
With You

Updates for this
Handbook

This Handbook provides essential information for Ground Transportation
Volunteers, also known as Earth Angels. It contains everything you need

to organize and drive an Angel Flight West mission, including
= Policies, Processes, and Procedures
= Guide to VPOIDS Mission Scheduling Software
= Volunteer opportunities
= Key contact information
= Required Forms and Documentation

This handbook is intended for
= new Earth Angels
= experienced Earth Angels
= Earth Angel Coordinators

This Handbook is available for download on the Angel Flight West
website. Keep it on hand during missions in the following optional
formats:

= download to tablet, smart phone, or laptop

= print

The Angel Flight West website is the most up-to-date source for

information, forms, and requirements. We recommend that you check it

regularly.



http://www.angelflightwest.org/members/forms-documents
http://www.angelflightwest.org/members/forms-documents
http://www.angelflightwest.org/members/forms-documents

Earth Angel Mission Requirements

Summary

Ground
Volunteer
Orientation

Driver
Affirmation
form

Documentation

Angel Flight West is built on a foundation of safety and professionalism.
In order to protect that foundation, all Angel Flight West (AFW) drivers
must have first complete the following:

= ground Earth Angel online orientation

= signed Driver Affirmation

= submission of verified documentation

Before driving a mission, all Earth Angels must successfully complete the
online Earth Angel orientation. The orientation is available on the Angel
Flight Training Center website.

Note: Upon successful completion of the orientation, a certificate will be
issued. An orientation certificate is a requirement for driver eligibility.

To take the online orientation, go to: http://training.angelflightwest.org

A driver affirmation form must be completed prior to driving a mission.
There is a blank driver affirmation form in the forms section of this
Handbook. Driver affirmation forms are also available from the forms
section of the AFW website.

All AFW drivers must submit the following documentation for verification
before they can be assigned a mission:

= valid driver’s license

= current vehicle registration

= proof of insurance for the mission vehicle

Note: You will submit your Documentation as part of the online
orientation



http://www.angelflightwest.org/
http://www.angelflightwest.org/
http://www.angelflightwest.org/members/forms-documents

About Angel Flight West (AFW)

Section Overview

Summary This section provides background information about Angel Flight West
(AFW), its mission, services, volunteers, locations, and contact
information.

Section This section contains the following topics:

Contents

Topic See Page
About Angel Flight West 7
AFW Wings 9




About Angel Flight West (AFW)

AFW Mission

AFW
Passengers

AFW
Volunteers

AFW Wings

Additional
Volunteer
Opportunities
for Earth
Angels

Newsletter

AFW
Merchandise

Angel Flight West is a nonprofit, volunteer-driven organization that
arranges free, non-emergency air and ground transportation for children
and adults with serious medical conditions and other compelling needs.
AFW’s mission is to enable families in need to receive vital treatment that
might otherwise be inaccessible because of financial, medical, or
geographic limitations.

The types of missions we carry out include, but are not limited to
= medical transport
= compassion
= special needs camps
= domestic violence relocation
= assistance for military personnel
= blood, organ, and tissue donations
= disaster response
= transplant recipients

AFW passengers are recommended by various sources and pre-screened
by our Operations staff before a mission is scheduled. Passengers include
both people with medical needs and their traveling companions.

AFW’s network of 1,400-plus pilots and drivers throughout the 13 western
states donate their airplanes, vehicles, skills, and transportation costs to
help families in need.

Angel Flight West is divided into 13 Wings. Each wing has a Wing
Leadership Team that is directed by a volunteer Wing Leader. Contact
information for Wing leader can be found on the AFW website .

There are number of ground volunteer opportunities at AFW. A list can be
found on the AFW website.

All AFW members receive a quarterly Newsletter by email. It contains
information about upcoming events and meetings, plus reports of missions
flown, pictures and other news about Angel Flight West.

Angel Flight West has a variety of merchandise for wearing, or displaying
in your home, office, or car to help us spread the word about Angel Flight


http://www.angelflightwest.org/regional-wings/
http://www.angelflightwest.org/pilot-page/non-pilot-volunteers/

West. We encourage our members to wear the Angel Flight West clothing
whenever possible to give Angel Flight West maximum exposure. You can
purchase hats and additional items at the Angel Flight West store.



http://www.angelflightwest.org/angel-flight-west-store/

Angel Flight Wings

AFW Wings
and contacts

Wing
Gatherings

Angel Flight West is divided at present into 13 Wings. Each wing has a
Wing Leadership Team that is directed by a volunteer Wing Leader.
Please contact the appropriate Wing Leader if you wish to offer your
assistance to the Angel Flight West program in your state. Each Wing has
its own description on the web AFW website at:
http://www.angelflightwest.org/regional-wings/

Angel Flight West members, family, and friends gather periodically in the
various AFW wings to share food, mission stories, and programs of
interest to aviation enthusiasts. You can find times and locations of
meetings in your area via:

= the Calendar of Events on the web site

= contact your local Wing Leader

= sign up for email notification through the VPOIDS system

= AFW newsletter



http://www.angelflightwest.org/regional-wings/
http://www.angelflightwest.org/pilot-page/calendar-of-events/

Angel Flight West Policies

Section Overview

Summary This section contains AFW policies that must be followed by all ground
volunteers and staff.

Section This section contains the following topics:
Contents
Topic See Page
Safety Policy 11
Earth Angel Orientation Requirement 13
Waiver of Liability Policy 14
Driver Documentation 15
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Policy: Safety Above All Else!

Summary

Who is affected

Rationale

Three rules of
safety

Canceling a
mission

Seatbelts and
child restraints

Avoid a Risky
Mindset

As an Earth Angel, you must always be focused on safety as you plan and
execute your missions. It is your responsibility to
= plan and coordinate the drive
= determine your ability to conduct the trip safely within the mission
timeframe
= cancel the trip if conditions dictate
= do your best to assure your passengers’ safety and comfort.

Safe transportation operations are the primary consideration of all Angel Flight
West staff and volunteers. This applies to everyone in the AFW organization:

= pilots
= drivers
= AFW staff

* management
= volunteer coordinators

Along with the desire to help comes the responsibility to ensure a safe trip.

Drivers are expected to assume a professional manner while completing an
Angel Flight mission. Safe missions start with a driver’s expectations and
attitude. AFW’s three rules of safety hold that:
1. nodriver is required to accept any particular mission,
2. no driver is required to complete a mission if at all in doubt about,
completing it safely;
3. no driver should compromise safety in any way in order to complete a
mission.

Canceling a mission due to safety is considered a demonstration of good
judgment and will never be criticized.

Seat belts must be worn at all times by all passengers.
» Young children and babies MUST be in appropriate child or baby seats.
= Child or baby seats MUST be secured appropriately to passenger seats
and oriented correctly for the age of the child and type of seat.
= No child seat should ever be placed in the front seat.
Important! Do not agree to provide transportation for a child who is not
properly restrained in an appropriate car seat.

As an Angel Flight driver you should never feel pressure to complete a mission
if conditions are unsafe. Examples of unsafe conditions include:

11



Passenger
Safety and
Comfort

Risk of non-
compliance

Consequences
of non-
compliance

e weather that makes for dangerous driving,
e mechanical problems with a vehicle;
e driver impairment of any kind.

If you are ever in doubt about your ability to complete a trip safely due to these
or other conditions, you are encouraged to change or cancel the trip. See
“Mission Change or Cancelation” for more on changing or canceling a trip.

As an Earth Angel driver, you are expected to pay close attention to your
passengers’ comfort and safety. Angel Flight West passengers are often under a
great deal of stress and anxiety. For passengers going to the airport, their anxiety
may be even greater if they have never flown in a small plane before. If your
passenger is uncomfortable for any reason, it is your responsibility to do what
you can to make him or her more comfortable.

Failure to ensure for the passenger safety and comfort can result in
= injury to passenger(s)
= deterioration of passenger’s medical condition
" interference with timely medical intervention

Failure to carry out AFW’s safety policy may result in your being suspended
from Earth Angel Driver status and/or denied future missions.

12



Policy: Earth Angel Orientation

Policy

Who is affected

Rationale

Description

Risk of non-
compliance

Consequences
of non-
compliance

All Earth Angel drivers must complete an online orientation as a requirement of
eligibility.

Ground transportation volunteer drivers, aka Earth Angels

Thorough knowledge and understanding of AFW policies, processes, and
procedures is essential for completing missions successfully.

The Earth Angel orientation typically takes about thirty minutes, depending on
how well prepared the candidate is. A typical Earth Angel orientation consists of
discussion and review of:

= [Introduction to Angel Flight West staff, their roles and responsibilities.

= The process of requesting, driving, and completing a mission.

= Tutorial for VPOIDS, the mission scheduling and administration
platform.

= Completing and uploading required documentation.

Failure to complete the Earth Angel orientation may inhibit an Earth Angels
ability to fulfill a mission with AFW’s high standard of professionalism.

Earth Angels who do not complete an orientation will not be eligible to drive a
mission.

13



Policy: Waiver of Liability

Policy

Rationale

Who must sign
a waiver

Risk of non-
compliance

Consequences
of non-
compliance

Exception

Every Angel Flight West passenger must sign a Waiver of Liability prior
to air or ground travel.

Note: The procedure for having a passenger sign a digital copy of the
liability waiver, and then submitting the waiver online is detailed in
the VPOIDS section of the online orientation.

The liability waiver is designed to protect you, the driver, and Angel Flight
West from legal action connected with your mission.

Anyone riding in your car must sign the waiver prior to departure,
including but not limited to:

= passengers,

= companions,

= social workers,

= non-member mission assistant.

Note: a parent or guardian must sign a waiver for passenger under 18
years of age.

Failure to return a properly executed waiver places you and the entire
Angel Flight organization at risk.

Repeated failure to return a properly executed waiver may result in your
being suspended from Earth Angel driver status and/or denied future
missions.

On some occasions waivers will have been filled out and signed in
advance. If this is the case you will be fully informed by the Mission
Operations Staff.

14



Policy: Driver Documentation

Policy

Who is affected

Rationale

Risk of non-
compliance

Consequences
of violations

Prior to driving a mission all Earth Angel driver must provide AFW proof of
= driver’s license
= adequate insurance coverage
= current vehicle registration and inspection certification (if applicable)

Note: drivers must have license, registration, and current inspection (if
applicable) on them while driving a mission.

= Earth Angel Drivers
= Earth Angel Coordinators

As with any driver, Earth Angels must be in compliance with state and federal
laws, and be covered for any liability in the event of an accident.

Unlicensed or uninsured drivers, unregistered vehicles, and unsafe vehicles put
the entire AFW organization at risk for liability of any damages incurred.

Driving without proper documentation may result in your being suspended from
Earth Angel Driver status and/or denied future missions.

15



Process for Driving a Mission

Section Overview

Introduction This section details the specific process that must be followed in order to
drive a mission. Failure to follow this process may
= cause unnecessary conflicts and confusion for staff, and
= undermine the safety and security of passengers.

Contents This section covers the following topics:
Topic See Page
Requesting a mission 17
Preparing for an assigned mission 19
Driving a mission 21
Completing a mission 23
Cancelling or changing a mission 24

16



Requesting a Mission

Introduction AFW missions are coordinated and assigned by the AFW office, or in
some cases, a service club volunteer. Angel Flight West has a variety of
missions during the day, evening, on weekdays and weekends. Some are
short distances, others longer. You can decide which missions best fit the
kind of driving for which you'd like to volunteer.

The following ways to request a mission are explained in more detail
below.

= AFW Website

= Email distribution list

= Contact AFW office directly

= Receive phone call from AFW coordinator

= Rapid Response email list

Finding a If you're available and eager to drive, please take the initiative and look
mission on the  through the available missions on the AFW home page
AFW website (www.angelflightwest.org). It's the best way to get a mission suited to your

needs.
Email You can sign up for the Earth Angel e-mail distribution list to receive a list
Distribution of available missions twice each week.

To sign up for an email distribution list:

Step Action
1 log in to the VPOID
2 select “Account Settings,” and choose from email list options.
Contact the You can speak directly to the Mission Operations staff about requesting a
AFW office mission. You may be connected with a mission at the time of your call.
directly = Call the office: (310-390-2958)

= Visit the office in person-the staff can show you all pending
missions that need drivers.

Call from an You may receive a call from either an Angel Flight West's Mission
AFW Operations Staff or from a volunteer coordinator with a request for you to
coordinator drive a mission.

Note: You are never obligated to drive a mission.

17
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Rapid Response  The Mission Operations Staff maintains a list of drivers who are willing to
Email List be available for last-minute drives, involving transplants and other last-

minute requests, weather postponements, etc. You can also sign up for this
email list on the VPOIDS web site.

18



Preparing For an Assigned Mission

Summary

Passenger
Quialification

Questions
about
qualification

Mission
Assignment
Form

Mission
contacts

When you are assigned a mission, you will receive an email with a
Mission Assignment form containing the details about the mission. When
you receive the Mission Assignment, review it and contact either the pilot,
if there is a connecting air leg, or the passenger as soon as possible.

If you have been assigned a mission you can be sure that an Angel Flight
West's Mission Operations Staff member has approved the passenger’s
qualifications for travel, including

1. obtaining a medical release from the passenger's physician,
2. validating need for Angel Flight's volunteer driver services.

If you have any questions regarding criteria for qualifying for a mission,
please contact the Mission Operations Staff.

You will be provided a copy of the Mission Assignment form by email.
Please review the Mission Assignment form prior to contacting your
passenger. The form will include:

1. Passenger's name, address and phone number(s)
Pilots name(s), address, and phone number(s) (if applicable)
Name(s) of any passenger companions
Flight and/or appointment times
Agency name, contact person(s) and phone numbers
Medical situation of passenger and any special needs
Scheduled date of drive
Origin and destination facilities/locations
If applicable, the phone number of other driver on other leg(s) of
mission
10. Destination information, e.g., medical facility, airport, lodging, etc.
11. Baggage and/or any medical equipment, (e.g., wheelchair, oxygen)

©CoOoNoOR~WN

Note: Be sure to read the entire form before contacting your passenger.

Once you have reviewed your Mission Assignment form, you should
contact your passenger as soon as possible.

= If you are driving your passenger to or from the airport for a
connecting flight, call the pilot first to review the mission
itinerary. Call your passenger after you have talked to the pilot.

= [f there is no flight involved, call your passenger immediately to
introduce yourself and review the mission itinerary.

19



Exception: do not contact your passenger directly if informed by the
Mission Operations Staff.

When to make  Contact with the passenger must be made immediately, regardless of when

contact with the mission is scheduled for, even if you don't have all the details at that

your passenger  moment. Passengers can get anxious when they do not know a driver has
been assigned to their drive.

Note: It would be wise to reconfirm details with the passenger a day or
two prior to the actual mission date.

Review Mission  Plan and review details about the mission with your passenger, or the
Details With requester if the Mission Operations Staff directs you to contact the
Your Passenger  requester instead.

1. Confirm departure/arrival time with passenger.

2. Inform passenger of appropriate meeting spot. Be very specific, for
example, the exact building, inside or outside, the color of your car
and clothes.

Inform passenger and pilot of your estimated arrival time.
Describe yourself and ask passenger to describe himself/herself.
Describe car and give license plate number.

Although passengers have already been informed that they should
have back-up plans in case of a cancellation, it would be wise to
remind them to do so. They should either be able to change their
appointment or have an alternate ground transportation plan.

SRR

7.
If Then
If the passenger is Instruct the passenger to contact
connecting with a flight the pilot and relay that information
and is unclear about the to you, the driver.
flight’s arrival or departure
time...

Note: It is important to remind the passenger that drive planning is
based on the information provided to the Angel Flight West office and
that it may not be possible to accommodate a change in the number of
the passengers and baggage.

Final Contact the passenger again the day before the mission to reconfirm details
confirmation of the drive.

20



Driving a Mission

Pre-departure

checklist

AFW
Identification

Waiver of
Liability

Prior to departure, make sure you have or have addressed the following
essential items:

Pre-departure Items

Driver’s License and Vehicle Registration

Cell phone

AFW badge

Waiver of Liability & stamped envelope(s)

“Welcome Card”

AFW Earth Angel Handbook

Restroom

Safety check

Passenger comfort

Secure oxygen tank, if applicable.
Note: Only gas oxygen is allowed in a car.

Do not provide passengers medication of any kind.

An AFW badge will be provided to you when you become eligible to drive
a mission. Always wear your AFW badge when driving a mission. If you
lose your badge, please call or email the Angel Flight West office and a
new one will be provided. Wearing any Angel Flight West clothing is also
recommended, e. g. polo shirt, T-shirt, hat, sweatshirt.

Note: Angel Flight Clothing is available for purchase at:
http://www.angelflightwest.org/angel-flight-west-store/

Anyone riding in your car must sign a waiver of liability prior to
departure. In order of preference, waivers can be submitted via:
1. online form (mobile device or laptop)
2. scan and email hard copy
3. fax hard copy
4. submission via us mail is discouraged, but acceptable if electronic
submission is not possible. Plan to have stamped envelopes on
hand in case you need to submit a waiver by mail.

Note: Be sure to fill in your name.

Note: if you are using hard copy
= You are encouraged to make a number of photocopies of the
waivers so you will always have a sufficient number with you.
= Waiver of liability forms are available in the forms section of this
handbook, or from the AFW website.
Important! The waiver must be signed and sent to the office (by malil
or fax) BEFORE you begin your trip with the passenger. Request the

21
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Welcome card

Use restroom

Safety check

Passenger
comfort

Secure oxygen
tank (if
applicable)

No Medication

assistance of an FBO at the airport or the medical facility with faxing
or finding a mailbox if necessary.

Welcome cards are available on the AFW website, and in the forms
section of this Handbook. Give passengers a welcome card filled out with
your name.

Prior to driving, suggest to passengers that they may wish to use the
restroom before the drive.

Assist passengers into your car and give any instructions that are pertinent.
= ensure that all are securely buckled in.
= ensure that all child restraints and car seats are properly installed.

Bring some water or juice with you and offer to your passengers.

Be sensitive to passenger's wishes regarding talking about their medical
condition. Some are very eager to converse about their health. Others
prefer silence.

On occasion passengers request permission to bring oxygen canisters with
them.

If a passenger requests oxygen...
= AFW will notify them ahead of time that only gas oxygen is
allowed (no liquid oxygen.)
= AFW will notify you in advance and your acceptance of the
mission with this condition will be at your discretion.

If you agree to carry the oxygen tank...
= be certain it is firmly secured
= passenger or companion must operate the oxygen container.

Never give passengers medication of any kind.

22



Completing a Mission

Summary

See passenger
safely out of
your car

Wish the
passenger well

File your
mission report

Provide
Feedback

To complete a mission
= See passenger safely out of your car and walk them to the entrance
= Wish your passenger well
= File a mission report, preferably online. Include any feedback you
have about the mission.

Upon arrival at your destination be of assistance as needed in connecting
passengers with anyone who is meeting them. If needed, help them into or
out of the medical facility or other location, or at the airport.

Thank your passengers for the opportunity of driving them. Many
passengers will be enthusiastic in their expression of thanks to you. Do not
be surprised, however, if some passengers express little thanks. Their
preoccupation with their health challenges and their often-weakened
condition frequently leave them little margin to be expressive of their
feelings of appreciation, even though it is there.

Mission reports are to be filed within 24 hours of completing the mission.
The online orientation and the VPOIDS site itself have walk-throughs for
filing a mission report online.

AFW welcomes your feedback about any aspect of the mission. Please
provide suggestions for improving the process, observations about what
went particularly well, or other comments you may have.

23



Mission Change or Cancelation

Summary

Passenger or
requester call
AFW office.

Passenger or
requester calls
you directly

You change or
cancel the
mission

The Pilot
changes or
cancels the
mission

Contacting
AFW office
after business
hours

Missions may be changed or cancelled by any of the following
= passenger or requester calls AFW office
= passenger or requester calls you directly
= you change or cancel the mission
= the pilot changes or cancels the mission (if the mission includes a
flight leg).

If the passenger or requester calls the Angel Flight West office to cancel a
mission, you will be informed immediately by the Mission Operations
Staff or volunteer coordinator.

If the passenger or requester calls you directly to cancel a mission,
immediately call

= the Mission Operations Staff Angel Flight West office

= any pilots participating in the mission

= the location to which you are transporting the passenger

If you must cancel or make any significant changes to the mission
schedule due to weather, mechanical or other reasons, immediately call:
= the passenger, requestor, and/or social worker
= the Mission Operations Staff at the Angel Flight West office
= the pilot (if applicable)
= the location to which you are transporting the passenger

Missions with flight legs are subject to change due to weather or other
circumstances. If the pilot initiates a mission change or cancelation, either
s/he will contact you and the passenger directly, or the Angel Flight
Mission Operations Staff will contact you and the passenger.

If you feel the Angel Flight West office for any reason will not be able to
notify a passenger, requester, pilot, or fellow driver of a change or
cancelation immediately, e. g. it's after work hours or the weekend, please
call the 24-hour AFW answering service (800-413-1360) to make note of
the cancellation.

Mission Photographs

24



Photographing
missions

Permission for
photographs

AFW encourages you to take pictures of your missions. We cannot
guarantee that all pictures and information will be used, but general
guidelines are to

= take pictures close-up,

= use high-resolution digital camera.

There is an option to submit your photos when completing your mission
report.

Before taking pictures, be certain anyone in the photo has initialed the item
on the liability waiver giving permission for photographs.

25



Additional Volunteer Opportunities

Introduction Following is a list of some of the additional volunteer opportunities
available for Earth Angels or their spouses and friends. To get involved,
simply phone or e-mail your Wing leader or the Angel Flight West office.

Volunteer

opportunities = Mission Coordination: Assisting with the coordination of
missions for a wing or a portion of a wing.
= Hospital/Agency Outreach: Representing Angel Flight West's
services to one or more hospitals or agencies in your community.
= Speaking Opportunities: Being available as a speaker to various
community organizations, e.g. Kiwanis, Rotary, Lions, Chambers of
Commerce, and Churches.
= Driver Recruitment: Assisting with driver recruitment activities.
= Public and Media Relations: Helping to bring visibility to Angel
Flight West in your local media.
= Member Activities: Helping to plan and carry out special
meetings and events for Angel Flight West within your Wing.
» Fund Raising: Assisting with activities to generate funds to help
with the furtherance of the Angel Flight West mission.
= Computer Services: Providing computer support for your Wing
with database assistance, helping with the Wing Web Page, graphics,
etc.
= Writing: Writing for the Angel Flight West Newsletter, for a Wing
Newsletter, Grant Writing, and for Angel Flight West promotional
materials.
= Graphics: Assisting in the production of Angel Flight West
literature.
= Printing: providing printing services for Angel Flight West.
= Photography: taking pictures at Angel Flight West events and
activities.
= Clerical: Helping with a wide variety of tasks in the Angel Flight
West office, or in tasks carried out within the Wings.
= Celebrity Contacts: Facilitating connections between Angel
Flight West and high profile individuals who may assist in bringing
greater visibility to Angel Flight West.
= You may have other expertise or services that you wish to provide
for Angel Flight West. Simply contact the Angel Flight West office or
your Wing Leader.
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VPOIDS

Section Overview

Introduction

Contents

VPOIDS is Angel Flight West’s new online mission coordination system.
This section provides a guide to using the VPOIDS system.

This section contains the following topics:

Topic See Page
Introduction to VPOIDS 28
VPOIDS Main Features 29

27



Introduction to VPOIDS

What is
VPOIDS

What can you
do through
VPOIDS?

VPOIDS
Updates

Privacy

VPOIDS is a web-based system AFW uses for scheduling and
coordinating missions. VPOIDS is a key tool for communicating with our
members, So we encourage you to use VPOIDS regularly.

Through VPOIDS you can

= View and sign up for a list of missions available for drivers

= Update or change your contact information and account settings

= File mission reports

= Search for AFW member contact information

= Renew your membership

= Submit driver verification or other documents

= Check the Calendar of Events to see what’s coming up in your area
= Subscribe to email distribution lists that keep you informed about
available missions, upcoming events, and so forth.

VPOIDS is maintained and frequently updated based on user feedback. So
any given time you may find new features, or updates to existing features.

Angel Flight West takes your privacy very seriously. Since your personal
data is stored in our database, we have established a privacy policy which
is available for viewing on the web site. In addition, anyone who gains
access to private information must agree to an acceptable use policy
covering the use and protection of private data.

28



VPOIDS Main Features

Logging in to
VPOIDS

VPOIDS
training and
on-demand
help

Account
Settings

Viewing and
signing up for
available
missions

Viewing your
upcoming and
past missions

We encourage you to log into VPOIDS as soon as possible after you
receive your Angel Flight West membership number. To log on to
VPOIDS click on the link below, or enter this address in your web
browser: http://afids.angelflightwest.org.

The online Earth Angel Orientation contains a section of “how to’s” for
each VPOIDS feature. You can also access these “how-to’s” on-demand
any time when you are on the VPOIDS site.

Upon first logging into VPOIDS we encourage you to access your
Account Settings. There you can

= add to or make any corrections to the contact information we

have for you

= change your password

= set your email preferences

= sign up for email lists and an events calendar

= edit your driver information

One of the main tasks you will use VPOIDS for is to view a list of
missions that are in need of drivers. Missions without assigned drivers are
“open” and “available.” Signing up for an available mission requires only
a few clicks — or taps if you are using a tablet.

You can get up-to-date information about your upcoming missions from
the mission summary. The link to the mission summary is in the left most
navigation column in VPOIDS. For each mission, you can view the
itinerary form, which includes all pertinent information about the mission,
including route information, driving directions, and contact information
for all parties to the mission.

The mission summary provides the link to the electronic waiver, described
below.

You can also view information about your past missions from the mission
summary, including viewing your mission reports, which you can use for
accounting purposes.
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Electronic If possible, you should have your passengers sign an electronic waiver of
Waiver of liability. You can access the electronic waiver on any tablet or smart phone
Liability with a web browser.

Note: an internet connection is required, so be sure to have paper
copies of the waiver available in case internet access is not available.

How to Fileand Prior to the mission, you will have received an itinerary form by email

Electronic from the coordination staff. This email contains a link to the electronic

Waiver waiver. Access this email from your mobile device, then click on the link
to access the waiver in your mobile browser.

The mission summary also provides the link to the electronic waiver. Log
into VPOIDS, then select “Mission Summary.” Find the correct mission
leg and click on the link for the electronic waiver to view the waiver in
your mobile browser.

Passengers can “sign” the waiver using their finger or a stylus.

Once all the required signatures have been entered, click Save to send the
waiver to Angel Flight. You will see a confirmation message indicating
that the waiver was received. If you do not see this message, assume that
the waiver was not received (probably due to a poor internet connection).
You will also receive a signed copy of the form by email shortly after
submission which you can keep for your records.

Filing and Filing a mission report is a key step in completing a mission. Mission
viewing reports  reports contain basic information about

= the passenger’s name

= date and location of pick-up and drop-off

= trip mileage and any out of pocket expenses

= photo upload

* any comments you’d like to make about the mission.

Based on you the mission reports you file, you can also see a summary
report of all your missions, and a year-end report that calculates your total
mileage for the year.

Note: Your mileage and out of pocket expenses may be tax-deductible.
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Finding fellow
AFW members

Membership
renewal

At times you may need to find contact information for a pilot, a passenger
or requester, a fellow Earth Angel, Staff, or other AFW member. You can
use “Person Find” to search the AFW database.

AFW memberships are good for a year. Annual membership renewals
provide a mechanism for ensuring that AFW has the most up-to-date
information for members.
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Forms

Section overview

Introduction This section references required forms and checklists for driving best
practices. These forms and checklists can also be downloaded from AFW
website.

Contents This section references the following forms

Form
Driver Affirmation Form
Waiver of Liability -- English
Waiver of Liability -- Spanish
AFW Welcome Card
Initial Passenger Contact Checklist
Passenger Pick-up Checklist
Passenger Drop-off Checklist
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Initial Passenger Contact Checklist

Please call your passenger as soon as you receive your mission confirmation

details.

topics:

Use the following items to ensure you’ve covered all of the important

Verify and exchange contact information: phone/cell numbers and e-mail
addresses. Be sure to include phone number for the day of the mission

Very destination name, address, phone number, and contact if available

Verify appointment pickup, drop-off, return time and date (when do they
need to arrive at the destination?)

Inquire about passenger’s flying and/or “angel flight” experience

Inquire about special needs (oxygen, wheelchair, etc)

Verify number of companions

Discuss meeting time and place

Remind passengers of liability waiver requirement

Remind passengers re: lack of toilet facilities. (don’t drink coffee/tea...)

Address any safety concerns or other anxieties, particularly if passenger is
connecting with a flight.

Discuss alternative plans, especially if passenger is connecting with a flight,
(Alternate airports? Possible cancellation)

Ask about any further questions

Establish date and time for a final coordination call
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Passenger Pickup Checklist

Your passengers may be nervous about the flight ahead of them if you are taking them to the
airport, or about their medical appointment. There are a few things that you can do to help

ensure their emotional comfort;

Dress professionally, preferably in Angel Flight hat or shirt
Ensure that your car is clean and uncluttered.

Arrive a little early and be waiting when the passenger is ready.
Greet passenger(s) at their door.

Greet them in a friendly and professional manner.

Complete the paperwork in a professional manner.

Ask them if there is anything in particular that would make their ride more pleasant,
e.g., music, air conditioning, etc.

Bring water or other refreshment to offer your passenger

Be sure to have the following items in your car:
= Drivers license

Valid registration

Earth Angel ID Badge

Cell phone

Camera (optional)

Have each passenger sign a Waiver of Liability. Ensure that the waiver is
sent electronically, by fax, or by mail PRIOR to the trip.

Ask passengers if they are comfortable with you taking pictures, and if so, to
sign a permission form.

Give passengers an AFW Welcome Card.

Inquire about passenger’s mood, address any safety concerns or other
anxieties, particularly if passenger is connecting with a flight.

Review travel itinerary with your passenger.

Attend to any special needs (oxygen, wheelchair, etc).

Ask about any questions or concerns.

Passenger Drop-off Checklist

Escort your passenger to the entrance of the facility.

Double check to make sure they have all of their belongings.

Confirm pickup time and location to return them home, connecting flight, or
other return location.

Take final photos, if permissible.

Complete Mission Report (preferably online).
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