Volunteer “Welcome Aboard” Checklist

A “Welcome Aboard” checklist is a helpful orientation planning tool. Some teams like to provide new members with a binder that contains all of the information listed below.

Section 1: Welcome to the ESS Team

· Welcome and introduction to other volunteers and staff

· Mission and vision statements

· Historical overview and noteworthy accomplishments

· Current programs and services, and future plans

· Resource allocation—office support, funding, staff, and volunteers

· Interaction with other organizations and neighbouring ESS teams

Section 2: Operational Information

· Organizational flowchart

· Standards of Conduct for ESS Workers—expectations regarding conduct and responsibility

· Rules, policies, and procedures—Police Criminal Record Check, probation period

· Volunteer benefits—training, exercises, mileage/carpooling

Section 3: Practical Details

· Tour of facility

· Map or floor plan detailing areas volunteers work from and have access to

· Location of washrooms, lunch and break rooms

· Parking and transportation details

· Unwritten rules—kitchen clean-up, use of office equipment 

· Calendar of special events—training, exercises, meetings with other teams, conference opportunities

Section 4: Resource Materials

· Letter of welcome

· Position description

· ESS training materials—Introduction to ESS self-study guide

· Acknowledgement that one has read and understands the Code of Conduct for ESS workers

· Miscellaneous items (photo ID, t-shirt, training record)
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