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This manual was developed by the Madison County Office of Emergency Management (MCOEM). It is
intended to be a resource for Madison County Volunteer Fire and EMS Departments in their Recruitment &
Retention efforts.
This publication made possible through a Recruitment & Retention Grant from the NYS Division of Homeland
Security & Emergency Services. Special thanks to the Manlius, Cazenovia, and Chittenango Fire Departments
and Kara Judd and Adam Feck for sharing many of their recruitment and retention best practices.
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Introduction/General Guidelines
Volunteer Recruitment
When asked what his or her biggest challenge is, every volunteer fire service leader will answer, "getting more
quality volunteers." Some services, however, spend more time discussing the paint scheme of their new fire
truck than developing, implementing and evaluating a method to increase volunteer members. In many
services, recruitment would be a lesser issue if they could only retain good volunteers. Still other services
leaders have given up actively recruiting. They appear resigned to the fact that there are no more volunteers
in their community.
Many recruitment efforts are put together quickly in response to a sudden loss of personnel. Typically, a
department hastily prepares an article and provides it to the local newspaper for publishing. If the article
attracts someone's attention, there usually isn't any prepared written information that can be provided to the
potential recruit that explains the service's mission and requirements. What often does occur is that the
potential recruit is directed to an existing member for more information. A meeting then occurs at the service
headquarters, but often has little structure to it, resulting in inconsistent messages.
Other prospective members are scared away when they hear about the numbers of hours of initial and
ongoing training. Others lose interest when they are not assigned a mentor, someone to guide them through
the onboarding, orientation, and critical first year.
The recruitment process is critical. It's at this point that the potential member decides whether he or she
wishes to be associated with the service. All too often the potential member receives a disjointed or
incomplete message and, as a result, hesitates to fill out the membership application that has just been thrust
into his or her hand.
For the ones that do sign on, the first few weeks are crucial. Is training conveniently available or must they
drive 30 miles to a training course that starts three months from now? Does it take three months for
membership approval? These delays often cause new members to say to themselves, "It appears they do not
need or want me very badly."
There are three distinct elements within the volunteer recruitment process: planning, selling and "closing the
deal." This manual will provide insight and practical tools and techniques that Madison County Departments
can utilize to maximize their volunteer recruitment and retention efforts.

Community Image and Support
The issues of recruitment and retention of volunteers are inexorably linked to the issue of community support.
People generally do not join organizations that they believe are about to "go under," or have poor reputations.
The actions of your members are always being observed by your community.
Remaining in the public eye is important. If open houses are such a great idea, then why are they only held
annually? Portraying a “member of the month/quarter” to the local media and on your web presence
communicates what your organization’s values are and shows the dedication of your members.
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Timing of Recruitment
The Fire Department should consider several factors when considering the timing of recruitment efforts during
the year. Departments can use Madison County Office of Emergency Management (MCOEM) and Fire
Association of New York (FASNY) recruitment actions as a force-multiplier to their effort. Both the MCOEM
and FASNY submit press releases during certain times of the year. FASNY performs its open house
recruitments efforts in April. MCOEM efforts vary therefore contacting them is best before launching a major
recruitment effort.
It is also important that the recruitment drives are established in conjunction with the available state training
classes (i.e. BEFO/HMFRO, IFO, EMS class) and the availability for the department’s own orientation program.

Battalion 2 Live Fire Training March 21, 2021
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Department Level Recruitment Efforts
Existing Member Recruitment
Along with a service's community image, the present members' recruiting actions have the largest effect on
attracting new volunteers. People like to work with those who they deem to be honest, stimulating,
understanding and competent; everything possible should be done to portray volunteers in that light.
Additionally, departments should provide recruitment cards for their members so that "spontaneous"
recruiting can be done more skillfully.
Departments should strongly consider rewarding members who recruit a new member who signs on and a
greater award once the recruit gets through basic firefighter or EMS training. These rewards should come in a
variety of forms. Give members an opportunity to choose their award.

Recruitment Pamphlets
Madison County Office of Emergency Management has a generic recruitment flier that is used at a variety of
presentations, mailings, and venues (Exhibit A of this manual). These pamphlets are provided free of charge to
departments by MCOEM.

Department-Specific Booklets
Once a potential volunteer has shown some interest, this person should receive a department-specific
booklet. This booklet will list the service's history, mission, member responsibilities, member benefits,
calendar of events, testimonials, application form and contact phone number and/or open-house times for
additional information.
A more detailed description of the service also needs to be developed. This several-page booklet should also
include the service's history, requirements, training opportunities, membership benefits, an application form,
a calendar. This booklet would be provided to people who respond to the initial canvassing and will help
ensure the message going out to potential members is complete and consistent. MCOEM can also help design
these for your specific department’s needs.
Job descriptions for each position to be filled also need to be created. These descriptions provide the potential
member with an idea of the tasks, reporting structure and evaluation process. Ensure that all service
documents are high quality, not third generation copies that contain spelling or grammatical errors.

Person-to-Person Recruitment
Person-to-person recruiting is probably the most common and can be persuasive. Persuasiveness can be
enhanced if the person recruiting has been prepared and can provide quality follow-up material to the
potential member. Some members who join are recent customers of the service. Along with customer
satisfaction surveys, recruitment materials can be sent out to certain recent users of the fire department.
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Group Presentations
Fire departments are also encouraged to conduct group presentations. It is best to use an accomplished
speaker when delivering the presentations. While local groups are not expecting an orator, they do expect to
hear a well-prepared message delivered in a clear and concise manner. The use of visual aids can enhance the
delivery if used properly. Piloting this presentation on a small group first will be advantageous.
Once the service delivers the recruitment message to the community and to individuals, it must be prepared
to properly handle the people who have responded, or to close the deal.

Sign Campaign
Window and lawn signs can be an effective manner in which to get the recruitment message out. The
following considerations should be made:
1. Contact the MCOEM office to inquire about support for your department signage. Please provide the
office with advanced notice. Permission from the Town/Village/City officials should be secured before
placing any signs, some municipalities have specific rules.
2. Signage cannot be secured to any street signs
3. Signs can be deployed on a drill night in order to leverage additional resources
4. Signs should not be left out more than 2-3 weeks
5. Periodic checks should be completed to ensure all signs are still in place and/or not damaged.
Two different MCOEM MadCoHeroes.Com lawn signs are available. The first is simply the
www.MadCoHeroes.com website. This sends potential recruits to the County OEM website that in turn,
directs recruits to the correct fire department.
The other lawn sign is wordier and used where traffic is moving slow or where foot traffic is present. A space is
set aside for individual departments to write in their specific contact information.

Generic lawn sign:
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Department specific lawn sign:

Volunteer
FIREFIGHTERS & EMTs
BE A LOCAL HERO!
Contact: www.anytownFD.com/heroes
or Visit MadCoHeroes.com
Recruiting Veterans
Several volunteer firefighters serving across Madison County are Veterans. MCOEM believes there are more
who are willing to continue to serve. MCOEM has met with and will continue to meet with Veterans group
representatives across Madison County to elicit their support. Making a local connection to these
organizations in your town should also be done as a local connection can be more effective.
We encourage you to check out the site https://soldierfirefighter.wordpress.com.
This site will highlight Veterans who are active volunteer firefighters and EMTs. As this website says:
Think about all the challenges you face in recruiting volunteers who don’t ‘get’ all the fire service is
about. With Veterans we don’t have to teach them:
 Discipline
 Respect
 Chain-of-command
 Teamwork
 Our Value System

Open Houses
FASNY does their annual open house campaigns in April of each year. Departments should take advantage of
the publicity that FASNY and MCOEM organizes for these dates. These open houses provide potential new
recruits with the opportunity to come in to meet the staff and be given a tour of the station and various pieces
of apparatus. Additional suggestions may include:
 Job specific stations set-up (i.e. Fire Police, EMS, Fire), which may include displays of the various pieces of
equipment used for each job function, demonstrations of equipment and training videos related to each
job
 Refreshments (i.e. soda, juice, baked goods, popcorn)
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MCOEM offers displayable posters that can be loaned for open house or other recruiting events. These
posters have generic information regarding the opportunities provided as well as various forms of social media
outlets.

Recruitment Display
A recruitment table campaign can be useful. Inquire with the MCOEM office about the professional table
display that can be loaned to departments. Securing permission to set up recruitment tables and signs in front
of several local businesses and hand out recruitment brochures, secure names, addresses and phone numbers
from potential new recruits.
Additional suggestions:
 Have an apparatus available
 Representatives from both Fire and EMS be available
 Have fliers, department booklets, and applications available
 Maintain a tracking/sign-up sheet
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Department Website
MCOEM does maintain a volunteer fire department website dedicated exclusively to recruitment
(www.MadCoHeroes.com). Departments should also have their own web presence. Inquire with the MCOEM
office about the capabilities to assist you in developing your recruitment site. This section would include a
wealth of information, including but not limited to:
 On-line application
 General information about the composite of our department
 Recruitment calendar
 Training class calendar (or link)
 Short videos showing the various positions and the requirements necessary to perform those duties
 Short videos or slide shows showing the stations and various pieces of apparatus

Free Smoke Alarms
Recruits are sometimes motivated to join their local fire department as a result of the service that a fire
department provided to them. One manner in which to serve your community is by providing and installing a
free smoke alarm.
MCOEM provides free 10 year smoke alarms and carbon monoxide alarms to fire departments in Madison
County. The availability of these alarms should be prominent on your department website and be offered at
your open houses and event, such as suppers or breakfasts. These smoke and CO alarms can be used as an
additional vehicle to impress residents in your community.

Application Form (sample)
A sample Application form is found in Exhibit C. This too should be modified by each department for their own
use. Similar to interviews of candidates, there are questions you should ask and questions you cannot ask on
applications.

Self-Serve Information/Application Container
These containers are often used by real estate personnel to hold information about properties that are for
sale. Volunteer fire departments have had success with these as well. This is especially evident as much of the
time; no one is at the fire house to provide this information.
Inquire with the MCOEM Office about the availability of these containers. Departments can always get
MCOEM recruitment fliers for these containers to add to what they place inside.
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Ambassadors
Some departments provide "ambassadors" to deliver the recruitment message to community groups in their
district. These would include school, churches, civic organizations, businesses, retired worker groups and the
like. The service ambassador typically provides these groups with the recruitment message and distributes
trifold fliers.

Interviews
Once the department delivers the recruitment message to the community and to individuals, it must be
prepared to properly handle the people who have responded. Telephone and face-to-face interviews are
typically what occurs next.
Departments should designate a handful of individuals to handle the initial interviews that are generated by
recruitment efforts. When possible, try to match up the department interviewer with the candidate’s
interests.

Telephone Interviews
Telephone interviews should have a definite structure to them. The call should not be a 30-minute dialogue,
but a concise conversation that leads to the scheduling of a face-to-face interview. Of course the prospect's
name, address, email, and phone number are correctly recorded, as well as any previous training and
experience. The prospect also should be asked which position(s) they are interested in.
With this basic information, a face-to-face interview is scheduled and confirmed via email. The service can
select the best member for the interview, based on the prospect's interests and background. This is also a
good opportunity to send the additional prepared booklet regarding the service to the prospect.
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Introduction of yourself, current position and status, discuss the positives and try to get the person to meet
with the Chief or Recruitment person ASAP, so the person doesn’t lose interest. Have the person come to the
station for a meet and greet to include a one page summary of benefits and rewards of being a volunteer.

Face-to-Face Interviews
The one-on-one interview also should have some prepared structure to it. A checklist may be needed to
ensure all-important items are discussed. The interview is most appropriately conducted at the service
headquarters. The headquarters itself must send the correct message. Nothing but a clean facility will do. If
volunteers won't clean the headquarters, then the service needs to pay someone to do it. The interview
should be informal but organized and free from interruptions or distractions.
Sticking to the checklist and becoming "obsessed with listening" is important. This active listening needs to
include the assessment of the prospect's background, desires and needs. The service's interview checklist
should have near the end a question whether the prospect would like to join the service. If "yes" is the case,
then the interviewer can move on to the steps needed to accomplish membership. Once the prospect "signs
on", the service must continue to pay individual attention to the person.
Reminders: Questions you cannot ask:
 Age
 Sexual orientation
 Religion
 Marital status, family
 Political affiliation
 Race or ethnicity
GENERAL
 Each person doing the interview give their name, where they live & work and how long and what they do
in the Fire Department
 Ask the person being interviewed to give us a minute or so about their background
EMS
 What motivated you to volunteer with EMS?
 Do you have any past experience in EMS
 Are you interested in driving or becoming an EMT?
 What time(s) might you be available for training?
 What is the greatest obstacle you envision to your volunteering?
 What ambulance response situations would you find unsettling? Unable to work on?
FIRE SERVICE
 What motivated you to volunteer with the Fire Department?
 Do you have any past experience in the Fire Service?
 Are you interested in providing “Scene Support” activities which are pulling hose, raising ladders, setting
up lights for night operation OR “Interior Firefighting” which involves wearing self-contained breathing
apparatus, advancing into burning buildings and venting heat and smoke by ventilating roofs?
 Are you able to commit to attend the upcoming Firefighter training? (time depends on type of member)
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If NO, would you consider beginning as “Scene Support” or “Fire Police” [explain what they do]
Do you have any interest in becoming an Engine or Ladder Truck operator?
Do you have any phobias such as heights, claustrophobia etc.?
From your home how long will it take you to respond to the fire station, obeying all traffic laws?
What is the greatest obstacle you envision to your volunteering?

AUXILLARY/FIRE CORP
 What motivated you to volunteer with the Fire Department?
 Do you have any past experience in the Fire Service?
 What other volunteer activities have you been involved in?
 What specific skill sets do you have (i.e. computers, administrative/secretarial, finance)?
 What is the greatest obstacle you envision to your volunteering?
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State Level Efforts
State Income Tax Relief
Active volunteer firefighters and volunteer ambulance workers are eligible for a $200 tax credit ($400 for
married taxpayers where both spouses are eligible). You cannot claim this credit if you receive a real property
tax exemption that relates to your volunteer service. However, if the property has multiple owners, the
owner(s) whose volunteer service was not the basis of the exemption may be eligible to claim the credit.
For additional information on claiming this credit, see Form IT-245, Claim for Volunteer Firefighters' and
Ambulance Workers' Credit.

Benefits Cards
Some communities have been successful in organizing businesses in their community to offer discount cards
to active volunteers.
Fire Camp
Some communities run fire camps as a recruitment tool. Fire camps are utilized to expose people to
firefighting in hope that they join their local departments. The Fire Service Women of New York State
(www.fswnys.org) operate one and may well be used as a model for your community.
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Onboarding New Members
Many services make the mistake of believing the battle is over when the new people are enrolled. Retaining
good members is perhaps the most important job in managing a volunteer fire department and the most
challenging.
In some services, the time period between the prospect signing on and gaining membership is much too long.
This causes many new members to wonder how much they are actually needed. Every opportunity needs to
be extended to the recruit to get him or her involved immediately. While placing them in the rescue truck on
the next call is inappropriate, they could be placed on an active committee or immediately enrolled in some
form of training. Many services successfully use a buddy-system, in which the new member is paired up with
an existing member. This can smooth out the orientation period for the new member.
Remembering that retention efforts should start the minute the prospect signs up will help tremendously.

Acceptance of New Members
Every department has their own rules for interviewing and accepting new members. If the candidate meets all
the department requirements for membership, the member will require an arson background check and
physical.

Physicals
Physicals are needed for members. The extent of each physical is determined by the category of membership
the members applies for. Departments can either have the recruit’s own physician complete a physical fitness
form or the recruit will be directed to a physician of the Department’s choosing.

Reference Checks
Reference checks are an important element in evaluating a prospective member. Asking for and receiving
three reference checks can help identify issues that the candidate fails to self-identify. Exhibit B displays a
sample reference check.

Arson Checks/Background Checks
New York State Executive Law §837 (effective April 1, 2000) requires that applicants for membership to
volunteer fire departments undergo a non-fingerprint criminal history check against the State’s criminal
history files maintained by the Division of Criminal Justice Services (DCJS) to determine if they stand convicted
of the crime of arson in New York State.
Effective December 2, 2014, this law was updated to include convictions which require registration as a sex
offender only.
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The Madison County Sheriff’s Office provides this service, at no charge, to local fire departments as required
by law. Arson and sex offender registration checks conducted by local law enforcement agencies are not
valid.
This law applies to new applicants (prospective volunteer firefighters), current volunteers seeking
membership in another fire company (transfers), and reinstatements to membership.
Fire chiefs are encouraged to obtain parental permission before conducting any background investigations on
minors.
Fire company officials should complete sections A and B, as well as fields 1 through 10 of the attached DCJS –
VFF Volunteer Firefighter Inquiry Form, and should use the applicant/transferee driver’s license and another
form of identification (such as a birth certificate, passport or social security card) when completing the forms.
Forms can be obtained by calling the Sheriff’s Office at 313.366.2318. It’s imperative that the forms be typed
or completed legibly by hand or they will be rejected, further delaying the processing. The fire chief can then
sign the form mail or hand-deliver it to the Madison County Sheriff’s Office – Attention: Fire Investigation
Unit. Email or FAX transmission is not permissible.
The normal turn-around time for completed arson background checks is five (5) business days or less. The
results will be mailed to the fire chief. Please allow for this lead time.
Please do not hesitate to contact Sheriff’s Office at 366-2318 or Fire Coordinator Doug Shattuck at 366- 2258
should you have any questions or require further information.
Mail or hand-deliver (only) signed and completed DCJS-VFF Forms to:
Madison County Sheriff’s Office
ATTN: Fire Dept Investigation Unit
138 North Court St.
Wampsville, NY 13163
Phone: 366-2318

*Information regarding FASNY background checks, screening process, and non-fingerprint background
checks can be found in Exhibit E.

Mentor Program
Each new member, regardless of the new member’s experience level, must be assigned a mentor. Many new
members start out strong, but their activity dwindles over time. A mentor’s job is to explain things, monitor a
new member’s progress, and to mitigate issues that arise early. Typical mentor’s activities include:
 Contacting the new member at least once a week to discuss their progress and issues. During department
drill nights the mentor will work with the new members.
 Keep the new member advised about up-coming events (drills, company meetings, parades, social events,
etc.). Make sure to personally invite the new member to all non-drill events. If the mentor cannot attend
that event, contact someone who is and ask them to welcome and assist the new member at that event.
 If you think or feel that something in a new member’s orientation and/or training has been overlooked or
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is incorrect, get it fixed.
Ask them how their orientation (or other training) is going.
Ask them what they thought of the recruitment process.
Ask them if they have any operational questions you can explain
Ask them if their involvement with the department is causing any undue strain in their relationships with
their family or friends. If so, offer to discuss further.
Ask them if they have any questions about the job that they’re training for or any other jobs in the
department.
If your new member at any time starts to exhibit a lack of interest or talks about dropping out, try to
understand their reasons. Offer your assistance to clear up any misunderstandings.
Offer to meet them at either Station to show them how to go about washing their car (while this seems
simple to you, they’ve never done it before and they’ll also appreciate the extra attention you’re showing
them).
Discuss with them how their duties on a call can sometimes unexpectedly exceed the time involvement
that they may have originally anticipated (i.e. working fire), and that they should have a discussion soon
with their family or significant other regarding how to handle these situations. Explain that after a
significant event (i.e. working fire), that clean-up back at their respective station may take some time to
complete.
Explain and instill in them the life priorities that they’ll need to adopt:
o Family
o Job
o Fire Department
Discuss duty schedule commitments. Discuss middle of the night calls and how that can impact other life
priorities.
Review and reinforce what they’ve learned regarding using Blue lights and rules about never responding
safely.
Ask them if they have any questions about the SOPs or how to access them.

New Member Handbook
The shear amount of information new members receive can be daunting. Many departments utilize a new
member handbook to help new members learn. Typically a three-ring binder for easy editing, this handbook is
given to all new members. Typical sections of these manuals include:
 Expectations
 Training
 Standing operating procedures
 Apparatus descriptions and compartment contents (with photos and description of contents)
 Department bylaws
 Benefit descriptions
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Orientation
Orientation sessions are appropriate if a few new members come on board around the same time. These
classes provide a solid base for new members to proceed. Orientation class typically includes the following:
 Welcome and Introduction
o Introduction of officers (department and company)
o Fire company and fire department structure
 OSHA classes (online training)
 CPR
 Sexual Harassment Prevention
 Hazmat
 IS-100 and IS-700 (online training)
 History of Department and camaraderie
 Apparatus overview
Upon successful completion of orientation the new member will receive:
 Department t-shirt
 Door key
 ID tag
 Pager
 Smart phone notification App (if available)
 Class B Uniform and Personal Protective Equipment per department procedures
 Locker assignment
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Retention Activities
In many cases, the recruitment of new members would not be as critical a task if the Department was able to
retain good members. Remember that retention efforts should start the minute the prospect first contacts
your department. Is the recruit impressed by the recruitment, onboarding process or was it disjointed,
disorganized, and too lengthy?
Remember that all members are motivated by different means. A “cafeteria” style of benefits is the best
manner to reward members who go above and beyond.

Questions Volunteers Ask Themselves
At some point in every volunteer’s experience that person asks themselves these questions:
 “Does my contribution of time and effort make a meaningful difference in the organization’s delivery of
service”?
 “If I did not volunteer, would it make a difference to the community?
 “Why don’t I volunteer as much as I did previously?” Do the bosses even notice?
 “I love to volunteer and help people, but the politics and conflict within the department turns me off”
 “Why does the Chief allow this member to act unprofessionally?

Communications
The lack effective communications to volunteers is sometimes cited as a reason people leave the organization.
Information must flow more often than the monthly meetings. Leaders must take the time to communicate
regularly to all their members. Remember that people respond to different forms of communication
differently.

Annual Member Discussions
Each volunteer member should be interviewed annually by department leadership. This feedback helps to
identify issues with the volunteer that may lead to decreased participation.

Member Surveys
One manner to illicit feedback from members is to conduct an anonymous annual survey. Again this brings out
issues that work towards and against recruitment and retention.

Annual Banquet/Picnic
Most volunteer department hold an annual awards banquet. This serves to provide an opportunity to socialize
with fellow members.
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Exit Interviews
In the event a new member resigns, the member will be asked to participate in an exit interview. These
interviews can often identify issues that departments can improve on regarding the recruitment, onboarding,
and orientation process. The exit interview questions should be asked and the answers documented in writing.
A hard copy should be placed in the members personnel file. Typical questions include:
1. What was the most important factor in your decision to leave department?
2. Did everyone encourage and listen to your suggestions?
3. Were you offered feedback on your performance?
4. Who was your mentor?
5. Did your mentor provide direction and assistance to you as needed?
6. How would you rate communication within the Department?
7. How would you rate the training you received?
8. What did you like most about being a member of the FD?
9. What did you like least about being a member of the FD?
10. What can we do to have you reconsider leaving the department?
11. What suggestions can you provide so we can be a better organization?
12. Do you have any additional comments?

Mentoring
Thank you for agreeing to become a Mentor for a new member. This is important work and the Department/
Company greatly needs your assistance. The following thoughts will help to get started.
Why every new member needs a Mentor
You’ve been a member of the Fire Department for some time. You know every member of the Department on
a first-name basis – and they know you. When you arrive at the station, you’re greeted by and surrounded by
your friends.
New members at the Firehouse often have a different experience. To them, the Firehouse can initially seem
impersonal and challenging. To a new member, everyone in the station seems to have a purpose and knows
exactly what to do, while they themselves aren’t sure what to do just yet. They may feel uncomfortable being
surrounded by these “strangers”, not realizing that the “strangers” are soon to become their friends and
brothers.
Think back and remember when you first joined the Department. Were you fortunate enough to have already
known one or more members, or did you have to rely on strangers to help you “learn the ropes”?
By recalling your initial experiences and impressions, you’ll develop a better understanding of the new
member’s current perspective and what they’re going thru.
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Our Department needs to reduce the number of new members that drop out during their first 9 months. Your
actions can reduce that rate by assisting the new member to become adjusted to how our Department &
Company works, to be there to explain to them that if things don’t work out the way they were expecting, that
it was not the result of someone trying to boot them out, or something that they did or didn’t do.
How you’re acting as a Mentor will help a new Member
By offering yourself as a friendly and reliable experienced member, you can break down any barriers and
challenges our department may have unintentionally presented to our newer members.
Your support and encouragement will help the new member feel good about what they’re doing, and the
changes they’re experiencing in their life.

You’ll assist them in their journey to become a valued member of our team - A new member who’s eager and
happy to face the challenges our work presents.
Each new member is assigned a Lieutenant to use as a focal point for training and procurement issues. A
Mentor does not and should never attempt to replace that Lieutenant’s role in this regard. Instead, a Mentor
acts as a facilitator, coach and advisor. You’ll assist in directing them to the appropriate contact persons,
steady them when they stumble, pick them up when they fall, be there to help them over their next hurdle.

Ride Along Program
There are times when we have had difficulties getting new firefighters enrolled in to a BEFO/HMFRO or IFO class. In
some cases, new firefighters have waited several months before they have access to any of these courses. The risks
that are created by this gap include, but are not limited to;





New recruits lose their interest and enthusiasm due to the inactivity
We lose the opportunity to capitalize on their “thirst for knowledge”, which is prevalent during the first several
months.
New recruits feel lost and do not have a sense of belonging as they cannot ride on the apparatus and/or
participate in drills
Possibility of losing the new recruit entirely

In order to address this opportunity, we propose the following:
Observer Ride Along Program: The intent of this program is to get new firefighters engaged early on and use to
responding, getting in and out of the fire apparatus and listening (only) to the communication on the way to the
scene. The recruit is an observer only and will not be allowed to participate in any emergency response activities.
Requirements (must be completed and signed off by assigned Lieutenant)




Must have a physical completed and on file
Must have TB test
Must complete all OSHA courses (Blood-borne Pathogens, Right-to-Know, Lockout/Tagout, Respiratory
Protection)
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Hazardous Materials Awareness
2 Hours of Safety and Procedures orientation

Once all of the above has been completed the recruit will be allowed to respond as an observer only if there is an
available seat.
The recruit will not be allowed to participate in any emergency response activities while on the scene and will
remain with the Operator by the vehicle. In the event that the Operator must leave the vehicle, the recruit will
remain seated within the apparatus until the Operator returns or when the vehicle has cleared the scene.
Firefighter Ride Along Program: The intent of this program is to get new firefighters engaged early on and use to
responding, donning & doffing equipment, getting in and out of fire apparatus, communicating on the fire grounds
and completing general scene support activities. The recruit is an observer and participant as outlined below.
Requirements (must be completed and signed off by assigned Lieutenant)












Must have a physical completed and on file
Turn out gear & accountability tags
Must have TB test
Must complete all OSHA courses (Blood-borne Pathogens, Right-to-Know, Lockout/Tagout, Respiratory
Protection)
Hazardous Materials Awareness
IS-100 and IS-700
2 Hours of Safety and Procedures orientation
2 Hours of Hydrant training
2 Hours of Ladder training
1 Hour of Scene Lighting training
Apparatus Familiarization

Once all of the above has been completed the recruit will be allowed to respond as a participant in their cleared
capacity (i.e. exterior operations, scene support), if there is an available seat. The recruit would be able to respond
on any of the fire vehicles at either station.
The recruit will be allowed to participate in any scene support emergency response activities under the direction of
the officer or senior firefighter (if an officer is not on the vehicle). Depending on manpower at the scene the officer
or senior firefighter may ask the recruit to remain in the vehicle.
Drill Attendance: The recommendation is to allow new recruits to attend drills to observe upon completion of the
requirements outlined in the Observer Ride Along Program. Upon completion of the requirements outlined in the
Firefighter Ride Along Program, the recruits would be able to participate in scene support related drills.
The benefits that are associated with the implementation of these programs will add tremendous value to the
recruit as well as the organization. They include, but are not limited to;



New recruits remain engaged, enthusiastic and active
New recruits begin to build relationships more quickly with their fellow firefighters
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New recruits are eased in to the emergency response scenario in a safe manner, which allows them to learn
how to deal with the stress/anxiety of responding.
Allows for accelerated familiarization with the Department’s SOPs for response activities
They gain hands-on training through observation and participation, which allows them to be even more
successful as they enter NYS Firefighter 1 class.
It allows them to participate in the debriefing that happens back at the station after a call. This is a great place
for them to ask questions and learn from their fellow firefighters
Increases their knowledge and orientation to the fire vehicles and stations
Allows us to capitalize on the leadership skills and experience levels of our seasoned firefighters, which in turn
acts as a developmental tool for potential officer succession planning.
Allows Officers to gauge abilities and identify strengths and weaknesses
Minimize the risk of new recruit turnover

Safety & Procedures Orientation








Equipment safety videos
Techniques on getting on and off equipment
Hand signals for assisting the operator in backing up
Observations (around the vehicle, height/weight of vehicles, working around vehicles)
Seat belt usage
Accountability tags (uses and why)
Personal vehicle response

Hydrant Training






Hose Orientation – Types, names, sizes, couplings, rolling, cleaning, locations, purposes
How a hydrant works
Hydrant tools – Names, uses and location
Putting on Storz coupling and valves
Hydrant Drill – secure for lay in, securing hose at the hydrant, hitting the hydrant, open/flushing,
communication

Ladder Training





Ladder Orientation – Types, uses, and locations
Ladder Carries
Ladder Placement
Ladder drill

Lighting Training




Lighting Orientation – Types, uses and locations
Set-up and Placement
Break-down and Storage
24

Vehicle Familiarization


Detailed apparatus check with and signed off on by assigned Lieutenant or Operator
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EXHIBIT A
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Exhibit B

REFERENCE CHECK (sample)

NAME OF APPLICANT: ____________________________

Date:

NAME OF REFERENCE: ____________________________

Phone #:___________ ___

Questions to ask references
My name is _________________ and I’m a member of the ______Fire Department. You may be aware
_________________ has applied as a volunteer and used your name as a reference. Do you have less than five
minutes to answer some questions? [If no, when would it be convenient for me to call back?]


How long have you known?



What is your relationship?



Could you tell me how _(name)____
1) Her/his ability to work in a defined role as a team member to complete their assigned task.
2) Her/his ability to respectful and show concern to people who may be in a challenging situation.



Are there any other things you might wish to share about ___(name)_______.?



Will you recommend ___name__________for admission to membership in the Fire Department?

Thank you for your information.
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EXHIBIT C
Sample Application Form
Welcome to the Hometown Volunteer Fire Department. We are pleased that you have expressed an interest
in joining our organization and hope you will find it a rewarding experience.
The Hometown Fire Department is made up of your neighbors who have pledged to provide emergency
service protection to the area. You will be joining a group of people willing to help others in their greatest
time of need.
As members of the Hometown Fire Department, we respond 24 hours a day to fire and medical emergencies.
Additionally, we are involved in training, special details, fire prevention, and some social functions.
Members must
- Be at least 18 years of age (16 or 17 for Junior members, with parental permission)
- Complete a membership application
- Reside or work full time in the district
- Meet the required meetings, trainings, & responses
- Complete an approved NYS training course appropriate for the membership class
- Pass criminal background/arson/sex offender checks
- Successfully complete a physical exam appropriate for the service you provide, i.e. firefighter, medic,
other)
- Successfully complete a probationary period
If you believe you have the time and interest to become a member in the Hometown Volunteer Fire
Department, please complete the application and email it to ######. If you have any questions, please email
us or call ###-####.
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Application for Membership (sample)
Date of application:
Full Legal Name:
Address:
City:

State:

Zip Code:

Home phone:

Cell phone:

Social security number:

(to be used for background check purposes)

Date of birth:
Age:

Sex:

Male

Do you have a driver’s license?
If yes, what class?

Female

Yes

No

ID #

Have you ever been known by another name? (e.g. marriage)

Yes

No

If yes, please list other names:

Have you ever been a member of the United States Armed Forces?

Yes

No

Please provide details of your time with the Armed Forces and your discharge, if applicable:

Please tell us why you would like to become a member of the Hometown Volunteer Fire Department:

Emergency Contact
In case of emergency, notify:
Name:
Phone:

Relationship:
Alternate:

____________________________________________________
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Employment
Are you employed?

Yes

No

May we contact your employer?

Yes

No

Current employer:
Occupation:
Supervisor:

Telephone:

Previous employer:
Supervisor:

Telephone:

Education
High school:

Diploma?

Yes

No

GED

If not, what was the highest grade completed?
Year of graduation:
College:

City:

Technical/trade school:

Degree:
Major:

References
Please list three non-family references who have known you for at least 3 years:
Name:

Phone:

Address:

Name:

Phone:

Address:

Name:

Phone:

Address:

Please list any current or past members of the Hometown Volunteer Fire Department that you know you:

Firefighting Education / Experience (not required – all training is provided)
Do you have any previous fire department experience?
Department:
Address:
Did you receive a letter of recommendation?

Yes

No

Chief’s Name: _____________________________
Phone:
Yes

No
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Dates of membership:

to:

Positions held:
Fire Training certifications:
Course:

Date:

Certification number:

Course:

Date:

Certification number:

Course:

Date:

Certification number:

EMS education / Experience (not required – all training provided)
Do you have any EMS experience?

Yes

No

Organization:
Address:

Phone:

Did you receive a letter of recommendation?
Dates of membership:

Yes

No

to:

Positions held:
EMS Training certifications / schools:
Course:

Date:

Certification number:

Course:

Date:

Certification number:

Course:

Date:

Certification number:

All information contained / or obtained herein will remain confidential
By signing below, I hereby certify that all of the responses are true and correct to the best of my knowledge. I
understand that any omission or misrepresentation by me on the application may be cause for my rejection or
expulsion. I understand that and arson/sex offender check will be conducted per NYS Law. I also consent to a
full criminal background check being conducted and the results be considered as part of my application.

Signed

Date

Name of Applicant (please print) ___________________________________________________
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Exhibit D

New Recruit Sign Off Sheet
*** FOR DEPARTMENT USE ONLY ***

COMPLETED BY

DATE

1. Application received & reviewed

____________

___/___/____

2. Applicant contacted for interview

____________

___/___/____

3. Applicant interview by Committee

____________

___/___/____

4. Sheriffs arson check complete

____________

___/___/____

5. Application sent to Chief for review

____________

___/___/____

6. Application sent to reviewing authority

____________

___/___/____

7. Approval received from reviewing authority

____________

___/___/____

8. Letter of acceptance sent to applicant

____________

___/___/____

9. Letter of rejection sent to applicant
State reason

____________

___/___/____

10. Application process completed and files established

____________

___/___/____

11. Physical

____________

___/___/____
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Checklist for Mentors of New Members
Member Name

________________________

Induction Date

________________________

Mentor

________________________

A mentor should assist the new member to assure that each required and/or relevant item on this list is
completed
EQUIPMENT
Item Description

Contact

Date Completed

Mentor Initials

1. Orientation Notebook or CD

_____________

____________

2. Personal Summary Report

_____________

____________

3. Fire Department T-Shirt

_____________

____________

_____________

____________

5. Uniforms

_____________

____________

6. Mailbox

_____________

____________

7. Key for building

_____________

____________

8. Pager

_____________

____________

9. Accountability and ID Tags

_____________

____________

4. Firefighting Gear
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MEDICAL & TRAINING REQUIREMENTS
Item Description

Contact

Date Completed

Mentor Initials

1. Physical Exam

_____________

___________

2. TB Test

_____________

___________

3. Hepatitis B Inoculation

_____________

___________

4. Orientation to Station

_____________

___________

5. Orientation to Response Procedures

_____________

___________

6. Orientation to All apparatus Vehicles

_____________

___________

7. Orientation to Ambulances

_____________

___________

8. Orientation to Radio Procedures

_____________

___________

9. Blood-borne Pathogens

_____________

___________

10. Right-To-Know

_____________

___________

11. Lockout/Tagout

_____________

___________

12. Respiratory Protection

_____________

___________

13. Hazardous Materials Awareness

_____________

___________

14. IS-100 & IS-700 (on-line)

_____________

___________

15. Sexual Harassment Prevention

_____________

___________

16. CPR for the Healthcare Professional

_____________

___________

17. History & Camaraderie

_____________

___________

19. IFO

_____________

___________

20. Driver Training (EMS)

_____________

___________

21. Basic Ambulance Operations/

_____________

___________

22. EMT-Basic Class

_____________

___________

23. Fire Police Class

_____________

___________

18. BEFO/HMFRO

Ambulance Attendant
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Exhibit E

FASNY Information on background checks:
By Anita L. Pelletier, Esq., Michael J. Cooney, Esq. and Brian W. Mahoney, Esq.
Local volunteer fire companies and the men and women who serve enjoy a special position of trust within
our communities. Firefighters are called upon to serve some of the most vulnerable members of our
communities, and their exemplary performance is essential to building this relationship of trust. To ensure
the highest quality of community service and moral character, fire companies are careful and selective
about who they admit as volunteer firefighters.
New York Senate Bill S1885C-2013, which was signed into law by Governor Cuomo on August 4, 2014 (the
“Act”), reinforces the importance of this community trust by requiring that all fire companies screen new
applicants and transfer firefighters for previous sex offenses before accepting the applicant or transfer as a
member. The Act does not prohibit fire companies from admitting persons with prior sex offenses, nor does
the Act require fire companies to screen or remove any current members. Rather, the Act requires that fire
companies inform themselves of any applicant’s prior sex offenses and carefully consider the community
impact of admitting such individuals as volunteer firefighters.
The new law takes effect December 2, 2014.

The Screening and Admission Process
Before being signed into law, the Act went through several revisions in the legislature. Prior versions of the
Act, which were not signed into law, would have created an absolute prohibition on persons with prior sex
offenses from serving as volunteer firefighters, similar to the arson conviction prohibition.
The final version of the Act, however, takes a more flexible approach—one that provides fire companies
with flexibility to make the right decisions for their communities.
The Act requires that fire companies submit a request for a background check on an applicant to either the
local Sheriff’s Department or the Office of Fire Prevention and Control in the same manner that they
currently request a background check for arson-related offenses. The Sheriff’s Department or Office of Fire
Prevention and Control is required to respond within ten (10) days. The response will simply indicate
whether the applicant does or does not have a prior sex offense. If the applicant has a prior sex offense
conviction, the fire company must conduct additional inquiry.
It is important to note that, unlike prior arson offenses, a fire company cannot automatically refuse to
admit someone with a prior sex offense conviction based on that fact alone. Rather, the Act requires fire
companies to consider other factors as well as the conviction, with admission only being denied if the
prior sex offense conviction creates an unreasonable risk to the safety and welfare of the general public.
Specifically, a fire company must consider all of the following factors before deciding whether to admit
an applicant who committed a sex offense:
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 New York’s public policy of the state to “encourage employment of persons with criminal records”
as expressed in Corrections Law Sections 752 and 753;
 the specific duties of the applicant and the impact the criminal offense may have on his or her
abilities to perform those duties;
 how long ago the offense occurred and how old the applicant was when the offense occurred; and
 the fire company’s legitimate interest in protecting the safety and welfare of specific individuals or
the general public.
Before reaching a conclusion regarding whether to admit the applicant, a fire company must go review,
consider and weigh the factors listed above. Only after such consideration may the fire company
determine whether the applicant’s prior sex offense conviction threatens a fire company’s ability to
safely serve the public.
The fire company should document the information it reviewed and considered as well as document its
decision in writing, including the rationale for its ultimate decision. Courts are generally deferential and will
not second guess a decision as long as the prescribed process is followed and adequately documented.
If the fire company ultimately determines that it is in the community’s best interests to deny admission to
the applicant, the fire company must inform the applicant about the fire company’s decision. The notice
must include information advising the applicant, in writing, of the applicant’s right to challenge the decision
in court. The fire company must also provide a copy of Corrections Law Sections 752 and 753, which set
forth the criteria used to make the decision.
Lastly, if the applicant requests, the fire company must provide a written explanation describing the
reasons the applicant was denied admission. When providing this information, the fire company should
refer to the criteria set forth in the Corrections Law (and described above)—it is not enough simply to refer
to the applicant’s prior sex offense.

Non-Fingerprint Background Checks – Volunteer Firefighters
Effective December 2, 2014, Executive Law §837-o requires prospective volunteer firefighters, and current
volunteers seeking membership in another fire company, to undergo non-fingerprint criminal history
background checks, for arson convictions and convictions which require registration as a sex offender only,
against the State’s criminal history files maintained by the Division of Criminal Justice Services (DCJS). The law
prohibits a fee from being charged in connection with these background checks. The law also specifies that
these checks will be conducted by sheriffs' offices unless a county legislature enacts a local law prohibiting its
county sheriff from having such responsibility. In such a case, the NYS Division of Homeland Security and
Emergency Services, Office of Fire Prevention and Control (OFPC) is authorized to perform the background
checks for the affected volunteer fire companies.
DCJS supplies the DCJS-VFF Volunteer Firefighter Inquiry Form to each sheriff’s office in the State and to
OFPC. Sheriffs’ offices and OFPC shall distribute the form to volunteer fire companies seeking to perform
arson and registerable sex offense background checks on prospective volunteers and fire company
transferees. Fire company officials should complete sections A and B and fields 1 through 10 of the DCJS –
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VFF Volunteer Firefighter Inquiry Form. Fire company officials should use the applicant/transferee driver’s
license, and another form of identification, such as a birth certificate, passport or social security card, when
completing the forms. Completed forms must be returned to the sheriff’s office, or to OFPC where
applicable, via U.S. mail hand delivery. E-mail transmission is not permissible. It is not an option to
perform the background checks through OFPC in counties where there is no local law prohibiting the
sheriff’s office from conducting the checks.
Upon receiving a completed DCJS-VFF Volunteer Firefighter Inquiry Form, the sheriff’s office will perform a
name search on each applicant/transferee using the Criminal Repository Search link located under the
People tab in the eJusticeNY Integrated Justice Portal using the VFF Reason Code. If a name search
candidate is returned as an exact match to the input data, the sheriff’s office will use the Criminal
Repository Inquiry link to obtain the candidate’s rapsheet from DCJS. The sheriff’s office should examine
the rapsheet to determine the presence of an arson and/or registerable sex offense conviction. As you may
know, not all sex offense convictions require registration as a sex offender. If the name search returns no
candidate, the sheriff’s office should perform a separate Sex Offender Registry search using the Full Registry
Search link located under the People tab in the eJusticeNY Integrated Justice Portal. The appropriate box
should be checked on the bottom portion of the DCJS-VFF Volunteer Firefighter Inquiry Form and the form
returned to the submitting fire company via U.S. mail, fax or hand delivery. In cases where the rapsheet
shows an arrest for arson and/or registerable sex offense, but does not reflect a final disposition for the
arrest, the sheriff’s office should contact the DCJS Office of Criminal Justice Operations at (518) 457-8547
for assistance in obtaining the final disposition. If an arson and/or registerable sex offense case is pending
adjudication, the requesting fire company should be informed that a decision regarding the
applicant/transferee must be delayed. Criminal history records (i.e., rapsheets) are not to be provided to
fire companies under any circumstance.
In cases where a background check results in the return of an arson and/or registerable sex offense
conviction against an applicant/transferee and the individual disputes the conviction, the fire company
official should immediately refer the individual to DCJS for a personal record review. If the personal record
review results in the determination that the individual’s record does not contain an arson conviction and/or
registerable sex offense conviction, a subsequent notification will be sent to the sheriff’s office, which
should forward the appropriate notification to the fire company. It should be noted that while an
applicant/transferee who has been convicted of arson is not eligible to be elected or appointed as a
volunteer member of a fire company, a registered sex offender is not automatically disqualified from
membership. If the background check reveals that the applicant/transferee is a registered sex offender, the
fire company must make a determination of eligibility in accordance with the criteria established in
Correction Law §§752 and 753. The fire company should be directed to contact the Sex Offender Registry
at 1-800-262-3257 (option 2) to obtain more information about the conviction.
(Source: FASNY)
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