NEW VOLUNTEER CHECKLIST

___Agency Mission, History, and Image

____Forest Service Volunteer Brochure

____Forest Service and local unit history

____Identification card (optional)

____Uniform and nameplate (optional)
___Volunteer Agreement

____Agreement number and dates
____Personal information
____Emergency contact information

____Volunteer’s physical and medical limitations
____Project or service description/essential eligibility criteria 

____Detailed work schedule/duty hours
____Supervision provided and supervisor’s name, unit, and phone number 
____Job Hazard Analysis (including required PPE)
____Training Plan

____Statement requiring the volunteer to participate in tailgate safety 
sessions and adhere to all safe practices and Forest Service instructions.  
____Volunteer rights and responsibilities

____Protection from tort claims and OWCP coverage
____Volunteer’s proof of certifications and licenses*
____Agency provided equipment, tools, and transportation*
____Volunteer’s use of personal equipment/animals and the Forest Service’s 
liability*
____Authorized reimbursements for expenses*
____Awards/Recognition 
____Agreement signed by volunteer and line officer

____Original agreement given to the volunteer coordinator

____Copies of the agreement given to volunteer, supervisor, and safety 

coordinator.
___Training and Safety

____Safety training provided (defensive driving, first aid/CPR, etc.)
____Skills training provided

____Ethics and conduct information

____Civil rights training 

____Computer security and privacy awareness training*
____Communications plan provided (including sign out/in procedures)
____Emergency evacuation plan provided
___Record Keeping

____Timecard and accomplishment report procedures
____Attendance and punctuality

____Reimbursement for expenses* (expenses that are not reimbursed may be tax 
deductible)
____Reimbursement procedures and forms*
___Organization Charts/ Directories/Tour

____List of volunteer coordinators

____Office phone list and after hour contacts/phone numbers

____Tour of the building and introduction to employees and other volunteers
____Floor maps and emergency exits

___Miscellaneous

____Evaluations

____Background/reference check*
____Specific unit items (i.e. clerical support, car pools, public transportation, parking, etc.)

___Termination/Renewal of Agreement



____Agreement terminated on _____________________________



____Agreement renewed on _______________________________



____Accomplishments and demographic information recorded (resource area, 
hours, appraised value)

___Recognition



____Recognition provided at least annually

*if applicable
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