[bookmark: _GoBack]Volunteer Orientation
This resource has a checklist that staff can provide to new volunteers to engage them in understanding their new role. It underscores the fact that they are an integral member of the team with a shared responsibility for successful engagement. It also has a second checklist to be used by staff to ensure orientation training is focused and comprehensive.[footnoteRef:1] [1:  Both checklists have been adapted from the Army Family Team Building training materials.] 

Checklist for New Volunteers 
Volunteer managers want to provide a rewarding and beneficial experience for volunteers and the program. Before finalizing a commitment, ask new volunteers to take a few minutes to carefully review this checklist. 
	
	Yes
	No

	Do I identify with the mission of this organization?
	
	

	Do I understand the goals and objectives of the program?
	
	

	Did I have the chance to express which job I was most interested in?
	
	

	Did I specify how much time I am willing to contribute?
	
	

	Do I agree with my job placement?
	
	

	Do I have the right skills for this job?
	
	

	Does my job description reflect the duties I am willing to perform?
	
	

	Did I mention any challenges I have that might prevent me from accomplishing my job?
	
	

	Do I know what training I will receive?
	
	

	Do I know where to find resources when I need them?
	
	

	If I have a question or problem, do I know who to talk to?
	
	


Please see your manager if you answered “no” to any of these questions. 
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Orientation Training
			Topic
	Date Completed

	1. Orientation training agenda
	

	2. History, mission, and goal of organization
	

	3. A profile of how this organization fits in the local community 
	

	4. Mission and vision statements
	

	5. A profile of the people I am serving (Service members and their families)
	

	6. An organizational chart of the chain of command and key coordinating agencies
	

	7. Schedule of future events/trainings offered (and prior activities)
	

	8. Scheduled professional development opportunities
	

	9. Services provided by organization or coordinating agencies (Resources, travel orders, professional development opportunities)
	

	10. Program and office procedures
	

	11. Policies such as appropriate attire, cell phone use, notification of illness, check-in procedures, supervision, and evaluation
	

	12. Appropriate and inappropriate behaviors
	

	13. Importance of confidentiality and protecting personally identifiable information (PII)
	

	14. Terms of coverage for tort claims and workmen’s compensation (Title 10)
	

	15. Any risk management (i.e., lifting or moving heavy objects) factors and responses
	

	16. Role of the volunteers
	



	17. Volunteer procedures regarding personnel records, reimbursement of approved expenses and grievance procedures
	

	18. Record keeping of volunteer hours and attendance
	

	19. Volunteer recognition plan
	

	20. Meetings, social events, activities
	

	21. Facility tour
	



[image: C:\Users\MeshelDJ\Desktop\DoDPartnershipLogo-noborder.png]

Family and Employer, Programs & Policy		Page 4 of 2

image2.png
‘Wf Department of Defense Partnership of Programs

HERU \ Yellow Ribbon

9HijED ™ Reintegration Program

THE GUARD AND RESERVE Who Serve and Thos

Supporting Reserve Component Members, Families, and Employers




image1.png
®

*
*

*
T
EMPLOYER SUPPORT OF
THE GUARD AND RESERVE

*

HERO Yellow Ribbon
2 Reintegration Program
HIRED ° For Those Who Serve and Those Who Support





