
 

 
Upper Merrimack Valley Medical Reserve Corps                            Director:  Rae Dick       Phone: (978)399-2553 
c/o Westford Health Department                                                   Coordinator:  Nancy Burns    Phone: (978)399-2549 
55 Main Street                                                                                                 Primary MRC E-Mail:  nburns@westfordma.gov  
Westford, MA 01886 
 

REGISTERING AND CREATING A PROFILE FOR MA RESPONDS 
 

MA Responds is the secure online registration system for public health, health care, and emergency 
response volunteers for Massachusetts. It is administered by the Massachusetts Department of Public 
Health.  The system represents a partnership that integrates local, regional, and statewide volunteer resources 
to identify, credential, train, and mobilize volunteers during a health-related emergency or event.  Medical 
Reserve Corps (MRC) Units are locally managed, and made up of both medical and non-medical volunteers.  
They provide local responses to events within their communities.  The Upper Merrimack Valley MRC serves 
the communities of Billerica, Chelmsford, Dracut, Lowell, Tewksbury, Tyngsboro, and Westford.  Westford 
is the host of the Unit.  Though most of our members work or live in these communities, we welcome anyone 
who truly wishes to serve and is willing to respond in our region.  After an initial one hour orientation, members 
are welcome to take as much training and participate in as many events as their time and energy allows.   
 
1. Visit:  https://maresponds.org and click on the “Register” button. 
 

 

 

 

 

2. Begin by completing Personal Information.  Fields with an asterisk “  “ are required.                    
If you are retired, just enter Home State (e.g. Massachusetts), as the WORK STATE,                   
under the section: Alternate Address.   

 
3. Click Next button when finished.   [Bottom right of page.]   

         
      Be sure to use the Back button, bottom left of page, if you need to return to the previous Section,  

      NOT the  “  “ at the top on the web browser address line.   

          
 

mailto:nburns@westfordma.gov
https://maresponds.org/


2. 
 
4. Continue with all required fields in the Identification Section. 

 
5. The next Section is Contact Details.   Make note that the Primary Email you enter will become 

your Log In Username.   You may add an additional email, e.g., work email, to ensure you 
receive “call-out” messages from MA Responds in a timely manner.  Generally MA Responds 
“call-out” messages will come via email.  The message is always delivered as well to your INBOX 
within MA Responds should you inadvertently delete it from your email carrier.   

 

     Once registered and logged in, your INBOX can be 
     accessed by clicking on the Notifications Icon in the 
     Menu Column, left side of page.    

  
  

       Text and Voice messaging will only be utilized for a true timely urgent call-out, or if we are testing  
       these methods of contact during a quarterly Drill.  We can employ Escalation messaging, or  
       Blast messaging.  Escalation will continue to contact additional methods until you respond,  
       where Blast will trigger messaging to Text and/or Voice methods simultaneously to the email.   
 
6. Click on Tab:  ADD PHONE NUMBER 

 
 

If this is a Land Line/Office Phone be sure to ONLY select Voice. 
If this is a Mobile Phone, you can select BOTH Voice and Text.    
 

 
   A Check Mark will appear once selected.   

       
       If you only want to receive Text on your Mobile, then just select Text and choose to add a different  
       number for Voice, if desired, by selecting Add Phone Number button again, e.g., work or home  
       land line.   If you don’t want Text, just select Voice for the number you add.  

 

NOTE Alert Box:   Once you add your Mobile Number for Texting and submit your registration 
request, you should receive a Text welcome message to the number provided.  You must grant 
permission first to continue receiving Text messages, click START to opt-in.  If you change your 
mind, click STOP to cancel. 

 

7.  Although Emergency Contacts is not a required field, it is highly recommended you add at 
least one contact should we need to assist in notifying someone on your behalf during a 
deployment or event you are participating in.    

 
8. Continue on with the Occupations Section. 

Select either Health Professional, or, Non-Health Professional in the Occupation Group Field. 
Select Occupation in its Field.  If your exact Occupation isn’t listed, click one that best fits.  



3. 
 
9. Next is Organizations Section.  Click:   ADD ORGANIZATION button.   

Use the “  “ arrow next to:  Local Medical Reserve Corps (MRC), to expand the drop-down 

menu.  Proceed to Region 3 – Northeastern MA and again expand the drop-down menu. 
Click on Upper Merrimack Valley MRC.  A brief description on the Unit will open to the right. 
 

      Be sure to click on:  SELECT to select the Unit.  
    

      Be sure to then click on:  SELECT again,  
      bottom right of Page. 

 
  
       Although the system allows you to select up to 3 Units, it is best to start with only 1.  If you want 
       to join the State Team to provide volunteer services state-wide, click ADD ORGANIZATIONS 
       again, expand the drop-down menu for State Team, then click:  Massachusetts Volunteer 
       Program for Public Health.   

 
10. Last Section is Consent.    All Consents are required.   Click in: 

 

 

 
 

Click:   

 

Click:  
       

 
 
This completes the first stage of member registration.  Next, you will receive an email with 
instructions for creating a password to complete then stage 2 of your account registration.    
 
 
For the 3rd and last stage of registration, after log in, continue completing any applicable Sections in 
the horizontal menu bar in your Profile.   
 
 
 
 
 



4. 
 

MA Responds opens to a WELCOME Page with 
deployment assignments and opportunities. 
 

Click on your Profile Icon in the upper right 
corner of the Welcome Page. 

 

 
Then Click anywhere in your Profile Tab. 
 
Note: These images taken from a training video 
indicate this fictitious member Bill Dixon has 
notifications waiting identified by the red “dot” 
and red circle with the number 2. 

 
         This is also where you will return to Log Out. 

 
Continue completing any applicable Sections in the horizontal menu bar.    
 

Note:  
 

The red exclamation point “ ! “ next to a Section Header indicates 
missing information.  Complete as best you can.  

 

 
Complete as much information about your Occupation(s) as possible by clicking on the  ADD to 
assist us in matching skills to volunteer opportunities you may become interested in participating.   

Use the “  “ arrow to expand the Occupation(s) you selected at Registration.   
 

If you are a licensed Health Professional, be sure to add license information in the Occupations 
Section.  MA Responds has an interface with licensing boards and will verify a license for us.   
 

To update an Occupation, or added information, use the Pencil or Trash Bin Icons 
to either edit, (or delete).    Be sure to SAVE any changes when prompted.    

 
***Required Section:    MA CORI FORM 
Massachusetts Law requires a Background Check (CORI).  It is performed “manually” by the 
Department of Public Health.  The VSOS (Validated Sex Offender Search) will be performed 
automatically by MA Responds with an electronic interface to that database.   
 

Since MA Law requires a manual CORI, you must download the paper CORI Form. 

Click on the Form Link: 
 

 

Complete the Form with the same information you entered on the MA Responds website.  You will 
need to have your identity verified, and then mail the signed original Form to MA Responds at the 
Department of Public Health office in Marlboro, MA.   
 



5. 
 
Most town halls at the Clerk's office, or at your local bank where you have an account, will notarize 
for free or a nominal fee.  It's a formal way to verify who you say you are, is who you are.  You 
generally just need a driver's license as proof.  If you can't get your Form notarized, either Nancy or 
select personnel in the Town of Westford Health Department can also verify your identity and sign 
your Form.  Call ahead:  978-692-5509.  If you get the form notarized, the notary can ignore the 
section SUBJECT VERIFICATION, at the bottom of page 2.  That section would be used if Nancy, or 
staff at the Westford Health Department signed instead, and then they wouldn't need the notary 
section on page 3.  The state gave us the option to verify an identity in lieu of using a notary.  If you 
selected more than one Unit at registration, the background check covers all Units, however, each 
will have their own criteria for orientation to their Unit before they Accept you in their database. 
  
Mail the Form to: 
OPEM (Office of Preparedness and Emergency Management) 
Attention:  MA Responds 
MA Department of Public Health 
67 Forest Street 
Suite 100 
Marlboro, MA 01752 
[Recommend keeping a copy for your records.] 
They only process the Forms on Wednesdays.  It can take several weeks by the time you mail the 
Form and they run it, so be patient.  Clearances are posted to your Profile [see Background Check 
Section on the horizontal menu bar] and monitored by the UMV MRC system administrators.  After 
the CORI and VSOS have cleared, our Coordinator, Nancy Burns, will be in touch about setting up a 
time for an orientation to the Unit.  It is done via a powerpoint presentation letting you know about 
MRCs and how volunteer opportunities will be offered.   
 
Any questions about the Unit, or registration, feel free to contact our Coordinator, Nancy Burns, or 
use CONTACT US within MA Responds. 

 

If you are logged in, click on the “?” icon in the upper 
right of the webpage. 
 
 
 
                         Select Contact Us in the drop-down menu.   

 

 

 
 

 
If you are on the Log-In Page, click on Contact Us in the Menu, top right of page.   

 
 



6. 
 
The page(s) open to a default ADMIN selected.   This will deliver to MA State Leader(s) and State 
System Administrator(s).   

 
 
To Contact local MRC Leader(s) and local System Administrators, best to select  
Organization Admin instead.   
 

Once you select Organization Admin, the familiar drop-down menu section will populate.   
Follow Step 9 above to select one or more of the Organizations you selected at Registration, or 
wish to contact before registering.  Again, be sure to click on the SELECT Button 2X, . . . . at the line 
with the Organization, and bottom right of page.   

 
 
Someone will then be in touch when your message is received.   
 
If you selected more than the Upper Merrimack Valley MRC at Registration, you can also search for 
contacts of other Organizations by visiting the website. 
  https://www.mamedicalreservecorps.org/find-an-mrc-unit  
 
Find which MRC is appropriate for your city/town of residence, or work, and/or the websites and 
contacts for MRCs. 
 

 

Ready - Set - Respond 

 
     

https://www.mamedicalreservecorps.org/find-an-mrc-unit

