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Volunteer Orientation Checklist

This orientation is designed to provide you with the basic information needed to start as a volunteer with [insert organisation name]. Please tick the appropriate box as each item is completed and return a copy to the Volunteer Coordinator to retain on your personal file.

	Yes

(
	No

(
	ITEM

	
	
	Our mission

	
	
	Grievance procedure

	
	
	Tour of building

	
	
	Coffee/tea facilities

	
	
	Toilets

	
	
	Parking

	
	
	Fire exits and evacuation procedures

	
	
	Improvement form – “How can we make things better?”

	
	
	Information on health and safety 

	
	
	Information on insurance

	
	
	Introduction to other staff members and CEO

	
	
	Introduction and contact details of immediate supervisor

	
	
	Incident and first aid reports

	
	
	Process for reimbursement of expenses

	
	
	Financial procedures

	
	
	Position descriptions

	
	
	Code of conduct


I declare that the above orientation program has been carried out.

	Name of Volunteer
	

	Signature
	Date

	Name of Volunteer Coordinator
	

	Signature
	Date



