
New Recruit Orientation Guide

This orientation guide can be used by the person orienting the new recruit to the department. This guide serves as a checklist, and works well with the buddy system detailed in the volunteer screening section. If used with the buddy system, the initial probationary system may be considered complete when each item on this checklist has been covered. 
	Topic
	Completed?
	Individual Responsible

	Welcome & introduction 

   (   Department tour & location of key materials 

   (   Introduction to members of department 

   (   Area of coverage 


	
	

	History of department
   (   Date established

   (   Milestones and achievements
	
	

	History of department

   (   Date established

   (   Milestones and achievements
	
	

	Role of department in community

   (   Department initiatives and activities
	
	

	Paperwork
   (   Personal information
   (   Emergency contact information

   (   Health card information

   (   Introduction to department benefit package
	
	

	Department support services

   (   Counselling, Critical Incident Stress                  

        Management Program
   (   Spousal support system
   (   Childcare services
	
	

	Policies and procedures
   (   Training expectations
   (   Meeting attendance expectations, etc.
   (   Code of conduct
	
	

	Overview of equipment and apparatus
   (   Distribute personal protective equipment
   (   Review the use of PPE
   (   Demonstrate use of public education and 

        prevention equipment
	
	

	Evaluation

   (   Remaining questions

   (   Feedback on orientation
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