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DISCLAIMER: Northern Michigan Fire Chiefs Association and Michigan Rural EMS Network have 
designed this Toolkit for informational and educational purposes. The Toolkit should not be considered 
as professional legal advice, or as a replacement for professional legal advice. Although we went to 
great lengths to ensure the information and resources provided are accurate and useful, we recommend 
you consult an attorney for professional assurance that the information, and your interpretation of it, 
is appropriate to your agency’s unique circumstances.
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WHY IS THIS TOOLKIT IMPORTANT?

tourist and sporting seasons. To meet the demand for services and required standards, it is crucial that agencies operate with 
adequately staffed rosters. 

THE CHALLENGES OF RURAL FIRE/EMS

recruiting professionals for volunteer services has become a greater challenge. In addition, the average age of current 

TOOLKIT OVERVIEW

faced by rural agencies is a shortage of providers. This toolkit was created to help leaders identify best practice 
resources from the Federal Emergency Management Agency (FEMA), the North Dakota Rural EMS Improvement 

.

method with two phases: 

•   Phase I:  Assessment 
•   Phase II: Planning & Action 

ADDITIONAL INFORMATION

website at www.mirems.org.
3. This entire toolkit is available in electronic format, found on the MiREMS website at www.mirems.org. From here 

you are able to print individual pages for team meetings.

PowerPoint presentation is also available as part of the electronic version of the toolkit, and can be found at 
www.mirems.org. A timeline, provided on the following page, has been provided for use in planning your efforts. 

own timeline, with your own dates, using the Timeline Tool provided. 

year, depending upon your local resources.
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TYPICAL TIMELINE

PHASE 1: ASSESSMENT

PHASE 2: PLANNING & ACTION

STEP 1

STEP 6

Establish Your Team

Engage People

STEP 2

STEP 7

Gather Information

Prioritize

STEP 3

STEP 8

Identify Needs

Create Strategies

STEP 4

STEP 9

Recruitment 
Challenges

Create an 
Action Plan

STEP 5

STEP 10

Retention 
Challenges

Evaluate 
Impact

Each rural community has its own unique needs and resources. Above is a sample timeline that is available to guide 
your work. It should not be viewed as a required timeline. To create a custom timeline, enter the dates for your initiative 
in the Timeline Tool       and your dates will appear in that document for your reference.
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PHASE ONE

STEP 1 STEP 2 STEP 3 STEP 4 STEP 5
Establish 

Your Team
P P P P P

Gather 
Information

Identify 
Needs

Recruitment 
Challenges

Retention 
Challenges

PAGE 5 | 



ESTABLISH YOUR TEAM
INSTRUCTION GUIDE

STEP 1

GETTING STARTED

    the end product is often better designed and you are rewarded with better results. 

•   Each individual has a unique perspective, which helps you understand your recruitment and retention issues    
    better AND see any potential challenges. 

TAKE IT TO THE NEXT LEVEL
In order to create an effective team, you may need to think beyond “typical” team members. A team of diverse 

YOUR NEXT STEP

THINK IT OUT
Below, list the people that you want to invite to an initial recruitment and retention team meeting. You may want to 
compare your list to the Potential Member List      
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INTRODUCTION 
In order to create an effective team, you may need to think beyond the “typical” team members.  A team of diverse people, 

the following questions when forming your team. Use the space provided to record your answers. 

   Yes    Maybe        No 
 If yes or maybe, which neighboring agencies or geographic area already has a structure in place or is 

ESTABLISH YOUR TEAM
INSTRUCTION GUIDE

STEP 1
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can create challenges, but the end product is often better designed and you are rewarded with better results. The need for 

of the need for coordinated efforts during an emergency situation. Creating a team will enable you to apply the leadership and 

and retention of personnel.   

BEST PRACTICES
There are several best practices for groups that can be applied to your recruitment and retention initiative.  Many community 

APPENDIX RESOURCES 
• Timeline Tool
• Potential Member List First Meeting

Meeting Sign In Form

• Sample Ground Rules
• Meeting PowerPoint
• Sample Memorandum of Agreement

Agreeing that the problem being 
addressed requires collaboration.

Understanding that difference of opinion can 
be positive, and helps the team understand 
a problem from many perspectives.

remember that it is everyone’s responsibility in the department to promote and support recruitment and 
retention efforts. Similar to incident management, everyone involved plays a critical role. The incident 
command team leads and coordinates the response, but the response itself is carried out by all responders.  
Your Recruitment and Retention Team should plan and lead, but also remember that every crew member 
plays a vital role. Including them will increase your effectiveness.

Preparing in advance for all meetings. The meeting leader and team members should come prepared to 
all meetings.  

Preparing for your initial meeting by answering a few questions. These questions will help you share a clear 
message about why you are forming a team and the purpose of the team. Use the answers to the questions 
below in the meeting invitation and as items on your agenda. A potential member list and sample agenda are 

   .  

planning process helps to prevent problems  

assumption that everyone comes to the table 
with “positive intentions”. 
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POTENTIAL TEAM MEMBERS 

a team can create challenges but the end product is often better designed, and you are rewarded with better results. In 
order to create an effective team, you may need to think beyond the “typical” team members. A team of diverse people, 

FIRE/EMS PROFESSIONALS 
 Agency directors 
 Crew or squad leaders 
 Instructor Coordinators 
 Medical Control Authority director 

OTHER HEALTHCARE PROFESSIONALS
 Medical director

 Primary care provider 

 Public health department 
 Emergency management
 Fire department chief

COMMUNITY MEMBERS
 Local employers 
 Small business owners 
 Church leaders 

COMMUNITY LEADERS AND FUNDERS 
  Civic group members (Rotary, Lions Club) 

  Community foundations 

  Chamber of Commerce 

  Other 
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GATHER INFORMATION
INSTRUCTION GUIDE

STEP 2

GETTING STARTED

enough input from others. Skipping this step can lead to a hit or miss approach that may or may not be effective. 
Invest time now for big returns later. Before you begin collecting data, write down one thing that you know about 
your current personnel challenges:

THINK IT OUT
List some key people from public safety or health organizations who would have access to reports or information 
that you could use to understand your recruitment and retention challenges. Refer to Step 2: Gather Information 
Instruction Guide for a list of reports that may be useful.
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YOUR NEXT STEP
Step 2: Gather Information Instruction 

Guide walks you through a list of reports that may be helpful to review.

TAKE IT TO THE NEXT LEVEL
Even if you are able to collect a variety of data, chances are there may be still unanswered questions. In addition to 

 to:

The above activities are designed to help you understand why you have recruitment and retention challenges. The 
 includes links to samples for each of these activities.

List people from  your agency or the community who you could interview, or invite to a meeting, to hear their ideas 
and thoughts about recruitment and retention.

• Conduct a survey

• Interview key people in your community



INTRODUCTION 

which may or may not be effective. By investing time in the assessment steps provided, you are more likely to identify solutions 

include:  

4. Increased effectiveness of your recruitment and retention activities

HAVE NEED REPORT SOURCE
Run data can help you see volume trends and target 

scheduling issues. Run reports

Roster numbers and trends will give you a sense of how 
many more providers you need. Agency roster

Economic Development  
Commission

best potential for success.        
Law enforcement statistics can support your need for 

additional personnel to assist in the case of accidents or 
crimes.     

Local police; dispatch

Death statistics can help to communicate the need for Fire or 
EMS personnel.

GATHER INFORMATION
INSTRUCTION GUIDE

STEP 2

BACKGROUND INFORMATION 

to have enough information so that you clearly understand your recruitment and retention challenges from many perspectives.  
To create a complete picture of the issue, there are two types of data or information you can use.  In the tables below, in the left 

thought of as data. 
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Qualitative Data: Sometimes this type of data is called “soft” data. It includes survey comments and information from focus 
groups, meetings, and interviews.  

Which type of data is more important?

data equally important, but use them in different ways. Qualitative data, when collected from a variety of perspectives or points of view, 

Quantitative data:
Qualitative data:

their “on call” childcare providers.

BEST PRACTICES 

Additional Tips
•

things that are prioritized for action by your team and are within your power to change.
•

collecting the information anonymously, can greatly reduce any fear of being penalized for negative comments or suggestions.
•
•

Step 6: Prioritization.

APPENDIX RESOURCES 
•
• MiREMS Needs Assessment Report by Region
• Medical Director Survey
•

ONLINE RESOURCES
• Survey Collection and Reporting Tool (free and paid subscriptions available):   www.surveymonkey.com
•

• Michigan Labor Bureau: 
•

• US Census Quick Facts:
• Demographic and Geographic Data:
•
•
• Kids Count 

HAVE NEED REPORT  OR ACTIVITY SOURCE
Ask questions at meeting First responder or community 

meetings 
Needs assessments MiREMS 

neighboring agencies

or town hall meeting   
Recruitment & Retention Team 

Survey Reports 

•
• Focus Group Meeting Guide
• Interview Guide
• Sample Questions
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GETTING STARTED 

Ambulance Service Survival Guide  eight characteristics of a “Thriving Rural Ambulance Service”. These characteristics, which 

3. Positive and inviting environments
4. Clear mission and value

6. Safe and healthy schedules
7. Adequate funding

Understanding your strengths and needs in these eight areas will help point you to strategies that will best address your recruitment 
and retention challenges.

YOUR NEXT STEP
Follow the Step 3: Identify Needs Instruction Guide 
a copy of the Gaps and Needs Assessment to members of your team.

TAKE IT TO THE NEXT LEVEL

. 

THINK IT OUT
Gaps and Needs Assessment 

level of need.

IDENTIFY NEEDS
I N S T R U C T I O N  G U I D E

STEP 3
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INTRODUCTION 

highest standards.

community is important.

safety or health concerns.

org for membership information.

Assess your agency’s strengths and needs using the Gaps and Needs Assessment .  

BACKGROUND INFORMATION

Rural Ambulance Service Survival Guide , eight characteristics 
of a “Thriving Rural Ambulance Service”. Strong rural ambulance services share common characteristics. They have risen to the 

your community, you may want to review this guide.

BEST PRACTICES
EMS Leadership Academy - Michigan Center for Rural Health (MCRH) 

APPENDIX RESOURCES
•
• Gaps and Needs Assessment

ONLINE RESOURCES:
•

IDENTIFY NEEDS
I N S T R U C T I O N  G U I D E

STEP 3
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GAPS AND NEEDS ASSESSMENT NMFCA:  
EIGHT CHARACTERISTICS OF A THRIVING RURAL FIRE/EMS AGENCY1

Overview

perspectives and the assessment results are more accurate. This assessment should be approached from an investigative 
perspective, to learn and improve.
Survey Instructions 
The assessment can be copied and distributed anonymously so that people feel comfortable being completely honest with their 
responses. You might also consider having an outside person collect the surveys and tabulate them so that there is an added 

resources to use the tool as a survey, or you already have a high degree of openness and trust in your organization, you may be 
able to start with the group discussion.   
Discussion Instructions
Based on information you have collected in step 2, and the results of the Gaps and Needs survey, have your committee discuss 

an outside facilitator lead the discussion may be helpful to encourage participation, and facilitate productive conversation. After 

areas to indicate whether this area is: 
• A strength
• An average area of need
• An high area of need

CHARACTERISTIC STRENGTH AVG NEED
HIGH 
NEED

•
•
•

Notes:

Some of the largest active rosters have the highest standards.
•
•
• Do people know, understand, and follow the policies and
•

Notes: 

•
•

•
•

Notes: 

PAGE 16 | GAPS AND NEEDS ASSESSMENT



CHARACTERISTIC STRENGTH AVG NEED
HIGH 
NEED

•

•
•
•

Notes:

•
•

Notes: 

•
• Are those on call allowed time for adequate rest, sleep, and off

•

•

Notes: 

• Is your facility adequate to store vehicles, equipment, and provider

• Are you barely meeting equipment standards and in danger of

•
•
•

Notes: 

personnel.
•
•
•
• Do you have reliable technology (computer, radios, reporting

•

Notes: 
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GETTING STARTED

professional. FEMA, in its EMS Recruitment & Retention Manual
professional:

•
• Feelings of satisfaction and importance
• Altruism
•
• Successful performance

It is important to remember that motivators for one person may be different for another. Using multiple strategies and messages 
that target different motivators will increase your impact.

YOUR NEXT STEP
Step 4: Recruitment 

Challenges Instruction Guide Marketing that Motivates  tool.

TAKE IT TO THE NEXT LEVEL
Developing a marketing strategy for recruitment may seem overwhelming, but the three page Recruiting Process  guide, 

•
• Types of Potential Members: People who are unaware, aware, interested, and intimate

THINK IT OUT

List a few key people who can help you network or recruit people by word of mouth:

RECRUITMENT CHALLENGES
INSTRUCTION GUIDE

STEP 4
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INTRODUCTION 
Steps 2 and 3 should have helped you gain a clearer picture of your recruitment and retention challenges. It is now time to take 

but not retaining current EMS personnel. New recruits will be attracted to an EMS agency where current EMTs and paramedics 

BACKGROUND INFORMATION

new recruits, but not others. It is important that your recruitment marketing and outreach efforts address multiple motivators. 
The Emergency Medical Services (EMS) Recruitment and Retention Manual, Federal Emergency Management Agency, United 

carefully assess which motivators you are addressing well and which could use some improvement. Page 2 of this instruction 

BEST PRACTICES
The EMS Recruitment and Retention Manual 

solicit individuals with whom the veteran member is familiar, usually friends and relatives, as volunteer members of the EMS 
organization. The EMS organization may set annual recruitment goals. A typical target is one new volunteer per veteran member 
each year. 

RECRUITMENT CHALLENGES
INSTRUCTION GUIDE

STEP 4
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APPENDIX RESOURCES
• Marketing that Motivates 
•
• EMS Recruitment and Retention Manual 

ONLINE RESOURCES:
•

•



MARKETING THAT MOTIVATES!  
WHAT MOTIVATES PEOPLE TO BECOME RURAL EMS PROFESSIONALS?
Based on motivating factors included in the Emergency Medical Services (EMS) Recruitment and Retention Manual, Federal 
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OPPORTUNITY FOR 
FRIENDSHIPS AND 
COOPERATIVE ACTIVITIES

The opportunity to develop friendships, and to work cooperatively with other people 

organizations. Therefore, it’s important that EMS teams work well together and have a 
successful partnership when responding to emergency calls.

Needs related to friendship and working cooperatively can be met in many different ways. A manager could either assume, or 
delegate responsibility for, seeing that new EMS professionals have a buddy assigned to help them become part of the group.  
Symbols of belonging to a group or organization are important reinforcers of allegiance and membership. Use the inventory below 
to assess how your agency is doing in the area of friendships and cooperative activities.

HOW WELL DOES YOUR EMS AGENCY . . . 
VERY 
 WELL OK NOT MUCH

 

B.    make a special effort to involve spouses and other family members in 

C.    make individuals feel they are part of a team and prevent them from 

D.    avoid cliques that often form in social groups, may make some people 

E.    identify EMS professionals that may feel isolated, and connect with 

F.    use uniforms, caps, insignias, or logos on equipment and clothing to 

 

Examples:  
• 
• 
Practice: 



FEELING OF SATISFACTION 
AND IMPORTANCE

ALTRUISM

The satisfaction and importance that many EMS professionals feel as a result of 
taking charge of an emergency situation and providing lifesaving emergency care, is 
another strong motivational force. 

emergency medical care. 

Needs related to satisfaction and importance can be motivators for many young people. Young people can have a high level of 
energy, commitment, and loyalty when given the opportunity to contribute. 

HOW WELL DOES YOUR EMS AGENCY...
VERY 
WELL OK NOT MUCH

Examples:  
•
•
Practice:

are motivated to become EMS professionals due to a desire be helpful to their community, and the belief that citizens should give 
something back to society is strong in many communities.

HOW WELL DOES YOUR EMS AGENCY...
VERY 
WELL OK NOT MUCH

A.  publish information about how the EMS agency serves the community

Examples:  
•
•
Practice:
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SENSE OF ACHIEVEMENT AND 
SELF-ESTEEM

SUCCESSFUL PERFORMANCE

Individuals who are motivated by achievement need the chance to feel like they are 

Successful performance is a strong motivator for continued EMS service.
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Achievement grows with skill and ability.

HOW WELL DOES YOUR EMS AGENCY...
VERY 
WELL OK NOT MUCH

Examples:  
•
•

Practice:

The EMS manager needs to communicate to some individuals that they have been successful, by making them aware of their 
own personal wins and accomplishments.

HOW WELL DOES YOUR EMS AGENCY . . .
VERY 
WELL OK NOT MUCH

A.  ask EMS professionals for their advice and ideas about how to get

B.  provide regular evaluations and feedback for paid and volunteer EMS

C.  encourage crew members to praise, appreciate, and recognize good

Examples:  
•

residents.
•
Practice: 



GETTING STARTED  
Sometimes your best recruitment strategy is to retain current professionals in your agency. In the 2007 document, Retention 

retention root causes:     

2. Training requirements
3. Increasing call volume
4. Changes in the “nature of business”

6. Leadership problems
7. Federal legislation and regulations

YOUR NEXT STEP
Root Causes Table , use the data you collected in Steps 2 

TAKE IT TO THE NEXT LEVEL
Root cause analysis is a structured process for asking “why”. Use the process outlined in 
Guide

• .
•

analysis.

THINK IT OUT

RETENTION CHALLENGES
INSTRUCTION GUIDE

STEP 5
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INTRODUCTION 

BACKGROUND INFORMATION

2. Turnover rates of EMS personnel (i.e. how many are taken off the list each year) 
3. Comparison of number of EMS personnel on your active roster with the number of EMS licensed individuals in your county
Another way to assess your retention challenges is to conduct am EMS Professionals Survey. Conducting a survey was discussed 
as part of Step 2, and a sample was provided 
you believe are causing your recruitment and retention challenges. You can also compare this list to the Root Causes Table  

. Root cause analysis is a structured process 
for getting to the bottom (or root) of why a problem is happening. This structured process is used in a variety of settings. Some 

BEST PRACTICES
The EMS Recruitment and Retention Manual 

Anything can be used as an award although they typically include, either alone or in combination, a printed acknowledgment with 

made as promised in a fair and consistent manner.  Use of a committee helps to ensure the integrity of the recognition program.  

RETENTION CHALLENGES
INSTRUCTION GUIDE

STEP 5
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APPENDIX RESOURCES
• Root Causes Table 
•
• Principles of Retention 
• Recruitment & Retention Friendly Departments 

ONLINE RESOURCES:
•
•
•
•

•



RETENTION AND RECRUITMENT ROOT CAUSES
SOURCE OF PROBLEMS CONTRIBUTING FACTORS

Time Demands

• 
• increased training time demands
• higher emergency call volume
• additional demands within department  

(fundraising, administrative)

Training Requirements

• higher training standards and new Federal requirements
• more time demands
• 

rescue, etc.)
• additional training demands to provide broader range of services
• 

•  

• increasing emergency medical call volume
• 

Changes in the “Nature of the Business” • abuse of emergency services by the public
• less of an emphasis on social aspects of volunteering

Changes in Sociological Conditions  
(in urban and suburban areas)

• transience
• loss of community feeling
• less community pride
• less of an interest or time for volunteering
• 
• “me” generation

Changes in Sociological Conditions
(in rural areas)

• employers less willing to let employees off to run calls
• time demand
• “me” generation

Leadership Problems
• poor leadership and lack of coordination
• authoritative management style
• failure to manage change

Federal Legislation and Regulations

• Fair Labor Standards Act interpretation
• 

hazardous environment
• 

Increasing Use of Combination Departments • disagreements among chiefs or other department leaders
• friction between volunteer and career members

 • volunteers cannot afford to live in the community they serve

Aging Communities • greater number of older people today
• 
• disagreements among departmental leaders
• friction between volunteer and career members
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PHASE TWO

STEP 6 STEP 7 STEP 3 STEP 4 STEP 5
Engage 
People

P P P P P

Prioritize Create 
Strategies

Create an 
Action Plan

Evaluate 
Impact
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GETTING STARTED  
In this step, you will engage people in prioritizing the recruitment and retention challenges for your agency. There are two main 

Start by identifying:     

YOUR NEXT STEP
Sample PowerPoint Presentation . Present the PowerPoint to your team members. Ask for their input 

regarding the top three recruitment and retention challenges that should be addressed.

TAKE IT TO THE NEXT LEVEL
Even if your team is made up of a diverse group of people, present your information and engage people outside of your team for 

committee or board might provide valuable input. This input will help build commitment to your work, and help you identify the 
best place to start addressing recruitment and retention challenges. Review the   for 
tips on how to engage people.

THINK IT OUT

     Meetings
     Personal Interviews

for crew members, etc.):

ENGAGE PEOPLE
INSTRUCTION GUIDE

STEP 6

PAGE 27 | STEP 6



INTRODUCTION 
Engaging people throughout your planning process will help increase the success of your Recruitment and Retention efforts.  

BACKGROUND INFORMATION
There are many ways to obtain input from people as you narrow down the root causes for action. This can be accomplished 

. 

can be kept simple, and a sample has been included in the electronic library . Using a tool like www.surveymonkey.com
can make tabulating the results very easy. Free and paid subscriptions are available. If tabulating by hand, you can tabulate 
a score of the survey with a point system using the form included in the electronic library .   

2. Group Prioritization: A structured process can be very helpful if you want to engage people during a meeting.

BEST PRACTICES

Presentation   has been provided.  Unless people have been involved with all the steps of your assessment and planning 

ENGAGE PEOPLE
INSTRUCTION GUIDE

STEP 6
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APPENDIX RESOURCES
• Sample Presentation 
•

ONLINE RESOURCES:
• Facilitative Leadership & Facilitative Training: 

• Survey Collection and Reporting Tool (free and paid subscriptions available): www.surveymonkey.com



PRIORITIZATION ACTIVITIES  
WAYS TO ENGAGE PEOPLE AND OBTAIN INPUT
Based on motivating factors included in the Emergency Medical Services (EMS) Recruitment and Retention Manual, Federal 

There are many ways to obtain input from people as you narrow down the root causes for action. This can be accomplished 
through surveys or group meetings. 

page 2. Using a tool like www.surveymonkey.com can make tabulating the results very easy.  Free and paid subscriptions are 
available.  If tabulating by hand, you can tabulate a score of the survey with a point system using the form on page 3.   
Group Prioritization:   A structured process can be very helpful if you want to engage people during a meeting.   
• Red, Yellow, and Green Dots:   Many people have participated in prioritization activities using colored dot stickers.  You can 

collect input quickly using this strategy.  Following are the steps for using this process:

2. Post these papers around the room.  
3. Provide each person with a typed list of the causes.  

6. Using a stop light analogy, ask each person to put a sticker on each of the papers you have posted around the room.  

shouldn’t be addressed or should be addressed last.  

• 

put the stickers in the quadrant that they believe the sticker belongs:

• Consensus:   A third way to get input on the most important topics for action is to hold a discussion, and form consensus.  

the top three things that they would like to address on their papers.  Through discussion, determine the top two or three items 
among the entire group.  You could also ask each person to list each of their top issues on a separate post it note and post 
them on a wall as they are shared. This is a visual way to see similarities among group members. 

PAGE 29 | 

HIGH IMPORTANCE 
EASY TO ADDRESS

LOW IMPORTANCE 
EASY TO ADDRESS

HIGH IMPORTANCE
DIFFICULT TO ADDRESS

LOW IMPORTANCE
DIFFICULT TO ADDRESS



PRIORITY SURVEY
INSTRUCTIONS

Recruitment and Retention Team will be reviewing the results and planning activities for the upcoming year.
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CAUSE OF RECRUITMENT OR RETENTION PROBLEMS
(LIST THE ISSUES YOU WANT RATED IN THIS COLUMN)

VERY 
 IMPORTANT 

SOMEWHAT 
IMPORTANT

SMALL IM-
PORTANCE

3

2. 3

3. 3

4. 3

3

6. 3

 

are determined, we will be reaching out to EMS professionals and community members for assistance. 

recruitment and retention activities. 

4

4

4

4

4

4

2

2

2

2

2

2



SURVEY TABULATION SHEET
INSTRUCTIONS
Instructions:  Enter the issues listed on the survey in the left column.  Using tally marks or counting, make a mark for each survey 
response.  Multiply by the point value indicated.  For each issue, add the scores in that row for a total score.
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CAUSE OF RECRUITMENT OR RETENTION PROBLEMS

VERY 
IMPORTANT

5

SOMEWHAT
IMPORTANT

3

LESS
IMPORTANT

1

LIST THE ISSUES YOU WANT RATED IN THIS COLUMN X5 X3 X1

2. 

3. 

4. 

6.

7.

 

4 2



GETTING STARTED
There is one more step before you decide what you are going to do to address your recruitment and retention challenges. It is time 
to decide which priorities to focus on now, and those to tackle later. It is not realistic to try to address all of your important issues at 
once. It is better to start with one or two, and be effective with those. Taking on too many issues at one time can be overwhelming, 
can result in small returns, and can discourage your team.    

• Start by having your team review the results of your prioritization activities.
• Select one or two issues that you want to address now. You may want to address one concern related to recruitment,

and one related to retention.

YOUR NEXT STEP
As a team, discuss how the volunteer life cycle and recruitment and retention principles are related to your priorities. A description 
of each principle is provided in the Step 7: Prioritize Instruction Guide . 

TAKE IT TO THE NEXT LEVEL

series. Increase  your understanding by reviewing  Recruitment and Retention Principles . According to the principles, crew 
members stay longer when:

• they feel welcome, needed and repected (Belonging)
• they set and achieve personal goals (Success)
• they have strong relationships with coworkers (Friends & Family)

THINK IT OUT

Recruitment priority:

Retention priority:

PRIORITIZE
INSTRUCTION GUIDE

STEP 7
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INTRODUCTION 
In Step 6, you collected input from people about which items should be selected as priorities.  It is now time for your team to make 

BACKGROUND INFORMATION

BEST PRACTICES
In order to present you with the best practice approaches to Recruitment and Retention, the Michigan Rural EMS Network team 

 , which are the framework for the entire series.  The model has also 
 for recruitment and retention initiatives: 

2. Membership Feedback Program 
3. EMS Agency Improvement Program 
4. Leadership Development Program 

6. Relationship Building Program

PRIORITIZE
INSTRUCTION GUIDE

STEP 7
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APPENDIX RESOURCES
•
•

ONLINE RESOURCES:
• Tips for Recruiting a New Generation:

•



GETTING STARTED
All effective solutions to recruitment and retention challenges are local in nature. This means that no manual or guide can provide 

to generate new ideas is to learn how other organizations have dealt with similar issues. 

YOUR NEXT STEP
Review strategies used by other communities before you take action. The EMS Recruitment and Retention Reference List
provides an “at a glance” list of ideas, along with the name of the source document and the page number.

TAKE IT TO THE NEXT LEVEL

Rural Ambulance Leader’s Survival Guide 
2.
3. EMS Recruitment and Retention Manual , FEMA
4. Retention and Recruitment Guide , FEMA

THINK IT OUT
Use the ideas you recorded on the EMS Recruitment and Retention Reference List  to outline your strategies.

This priority is related to:   Recruitment     Retention     Both

Priority 2

This priority is related to:   Recruitment     Retention     Both

CREATE STRATEGIES
INSTRUCTION GUIDE

STEP 8
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INTRODUCTION 

the review of strategies leaves people with a desire to implement more than is realistic. It is important for any group to resist 

able to coordinate multiple strategies at one time by forming committees and recruiting additional EMS personnel and community 
members to help with implementation.      

BACKGROUND INFORMATION

keep in mind the following questions: 

BEST PRACTICES

A Decision Making Guide is also included for use as you begin to narrow down strategies that are directly related to the root 
causes and issues that you have chosen to address.  You can also use the Decision Making Guide to divide work among team 

. 

CREATE STRATEGIES
INSTRUCTION GUIDE

STEP 8
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APPENDIX RESOURCES
• EMS Recruitment and Retention Reference List 
•
•
•
•
•

ONLINE RESOURCES:
• Find rural funding sources and program ideas at the Rural Assistance Center:  www.raconline.org



EMS RECRUITMENT AND RETENTION
REFERENCE LIST
Instructions:  This reference list has been developed to help you take notes as you review the strategies provided in the Step 

number.  There are some suggested ways to use this document: 

3. You are encourage to review as many strategies that is feasible for your time.  It is natural for groups to lean towards 

address the root causes of your recruitment and retention issues.   
4. This tool and the strategy documents are very comprehensive, however it would be impossible to list every strategy.  

Each community is unique and group discussion may generate new ideas that will also be effective.   

Document Key: 
•
•
•
•
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STRATEGY DOCUMENT
PAGE 

#
FOCUS OF 
STRATEGY

WHO IS NEEDED 
TO SUPPORT 

THIS STRATEGY 
OR PROVIDE 

RESOURCES TO 
IMPLEMENT THIS 

STRATEGY? 

HOW READY ARE YOU TO 
IMPLEMENT THIS STRATEGY?

(CHECK THE BOXES BELOW IF YOU 
ALREADY HAVE THE SUPPORT, TIME, 

MONEY, LEAD PERSON, AND EXPERTISE 
NEEDED FOR THIS STRATEGY)

Annual volunteer 
recognition event EMS R&R Manual

Nature of Business; 
Leadership; Life Cycle 
Principle; Belonging 
Principle; Success 

Principle;  Friends & Family 
Principle

 support    time     money
 lead person   

Availability of 
nonoperational 
opportunities 

EMS R&R Manual

Leadership;  Life Cycle 
Principle;  

Belonging Principle; 
Success Principle

 support    time     money
 lead person   

Buddy system EMS R&R Manual

Training Requirements; 
Leadership;  Internal 

Life Cycle Principle; 
Belonging Principle; 

Friends & Family Principle

 support    time     money
 lead person   

descriptions EMS R&R Manual

Nature of Business; 
Leadership;   

Life Cycle Principle; Regu
lations; Success Principle;

 support    time     money
 lead person   

Competitive testing 
for promotions EMS R&R Manual

Nature of Business; Lead
ership;   

Life Cycle Principle; Be
longing Principle; Success 

Principle;

 support    time     money
 lead person   

Encouragement of 
family participation EMS R&R Manual

Belonging Principle; Suc
cess Principle;  

Friends & Family Principle
 support    time     money

 lead person   



PAGE 37 | R&R REFERENCE LIST

STRATEGY DOCUMENT
PAGE 

#
FOCUS OF 
STRATEGY

WHO IS NEEDED 
TO SUPPORT 

THIS STRATEGY 
OR PROVIDE 

RESOURCES TO 
IMPLEMENT THIS 

STRATEGY? 

HOW READY ARE YOU TO 
IMPLEMENT THIS STRATEGY?

(CHECK THE BOXES BELOW IF YOU 
ALREADY HAVE THE SUPPORT, TIME, 

MONEY, LEAD PERSON, AND EXPERTISE 
NEEDED FOR THIS STRATEGY)

Formal recognition 
system EMS R&R Manual

Nature of Business; 
Leadership;   

Life Cycle Principle; 
Belonging Principle; 
Success Principle;  

Friends & Family Principle

 support    time     money
  lead person   

Free insurance EMS R&R Manual Nature of Business; 
Sociological Conditions;

 support    time     money
  lead person   

Free meals during EMS R&R Manual 60
Time Demands; Nature 

of Business; Sociological 
Conditions

 support    time     money
  lead person   

Free personal 
equipment and 
protective  
clothing

EMS R&R Manual

Training Requirements; 
Nature of Business; 

Sociological Conditions; 
Success Principle

 support    time     money
  lead person   

Free training EMS R&R Manual 63

Time Demands; Training 
Requirements; Nature of 
Business; Sociological 
Conditions; Success 

Principle

 support    time     money
  lead person   

Informal 
recognition system EMS R&R Manual

Nature of Business; 
Leadership;   

Life Cycle Principle; 
Belonging Principle; 
Success Principle;  

Friends & Family Principle

 support    time     money
  lead person   

Length of service 
awards program EMS R&R Manual 66

Nature of Business; 
Leadership;   

Life Cycle Principle; 
Belonging Principle; 
Success Principle;  

Friends & Family Principle

 support    time     money
  lead person   

Mentoring EMS R&R Manual

Time Demands; Training 
Requirements; Nature of 
Business; Sociological 

Conditions;  
Leadership; Belonging 

Principle;  
Success Principle; Friends 

& Family Principle

 support    time     money
  lead person   

Movie theater 
advertisement EMS R&R Manual 70

Nature of Business; So
ciological Conditions; Be
longing Principle; Success 
Principle; Friends & Family 

Principle

 support    time     money
  lead person   

Multilingual 
recruitment EMS R&R Manual 72

Nature of Business; Socio
logical Conditions; Success 

Principle
 support    time     money

  lead person   

maintained 
vehicles

EMS R&R Manual 73
Nature of Business; Socio
logical Conditions; Success 

Principle
 support    time     money

  lead person   
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STRATEGY DOCUMENT
PAGE 

#
FOCUS OF 
STRATEGY

WHO IS NEEDED 
TO SUPPORT 

THIS STRATEGY 
OR PROVIDE 

RESOURCES TO 
IMPLEMENT THIS 

STRATEGY? 

HOW READY ARE YOU TO 
IMPLEMENT THIS STRATEGY?

(CHECK THE BOXES BELOW IF YOU 
ALREADY HAVE THE SUPPORT, TIME, 

MONEY, LEAD PERSON, AND EXPERTISE 
NEEDED FOR THIS STRATEGY)

EMS R&R Manual

Time Demands; Nature 
of Business; Sociological 

Conditions; Belonging 
Principle; Success 

Principle; Friends & Family 
Principle

 support    time     money
  lead person   

ences EMS R&R Manual 77
Time Demands; Training 

Requirements; Leadership; 
Success Principle

 support    time     money
  lead person   

compensation EMS R&R Manual

Time Demands; 
Sociological Conditions; 
Leadership; Belonging 

Principle; Success Principle

 support    time     money
  lead person   

Physical activities EMS R&R Manual

Time Demands; Nature 
of Business; Belonging 

Principle; Success 
Principle; Friends & Family 

Principle

 support    time     money
  lead person   

Piggybacking 
of recruitment 
activities

EMS R&R Manual

Time Demands; Nature 
of Business; Sociological 

Conditions; Belonging 
Principle; Success 

Principle; Friends & Family 
Principle

 support    time     money
  lead person   

Print 
advertisements EMS R&R Manual

Time Demands; Nature 
of Business; Sociological 

Conditions; Belonging 
Principle; Success 

Principle; Friends & Family 
Principle

 support    time     money
  lead person   

Recruiter 
incentives EMS R&R Manual

Time Demands; 
Sociological Conditions; 
Leadership; Belonging 

Principle

 support    time     money
  lead person   

Stipend (service 
account) for 
volunteers who 
meet minimum 
weekly participation 
requirements

EMS R&R Manual

Time Demands; Training 
Requirements; Call 

Business; Regulations 
Belonging Principle

 support    time     money
  lead person   

Targeted 
recruitment EMS R&R Manual

Time Demands; Nature 
of Business; Sociological 

Conditions
 support    time     money

  lead person   

telephone access 
by prospective 
volunteers

EMS R&R Manual
Time Demands; Nature 

of Business; Sociological 
Conditions

 support    time     money
  lead person   

announcements EMS R&R Manual

Time Demands; 
Leadership;   

Success Principle; Friends 
& Family Principle

 support    time     money
  lead person   
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STRATEGY DOCUMENT
PAGE 

#
FOCUS OF 
STRATEGY

WHO IS NEEDED 
TO SUPPORT 

THIS STRATEGY 
OR PROVIDE 

RESOURCES TO 
IMPLEMENT THIS 

STRATEGY? 

HOW READY ARE YOU TO 
IMPLEMENT THIS STRATEGY?

(CHECK THE BOXES BELOW IF YOU 
ALREADY HAVE THE SUPPORT, TIME, 

MONEY, LEAD PERSON, AND EXPERTISE 
NEEDED FOR THIS STRATEGY)

week EMS R&R Manual

Leadership;  Belonging 
Principle; 

Success Principle; Friends 
& Family Principle

 support    time     money
  lead person   

EMS R&R Manual

Nature of Business; 
Sociological Conditions; 

Leadership;  Internal 

Principle; Belonging 
Principle; Friends & Family 

Principle

 support    time     money
  lead person   

Youth development 
programs EMS R&R Manual

Training Requirements; 
Nature of Business; 

Sociological Conditions
 support    time     money

  lead person   

Youth education EMS R&R Manual
Training Requirements; 

Nature of Business; 
Sociological Conditions

 support    time     money
  lead person   

Engaged, trained, 
dedicated 
and rested leaders

Survival Guide
Leadership, Regulations,  

Principle
 support    time     money

  lead person   

standards Survival Guide
Training Requirements, 

Leadership, Regulations, 
Success Principle

 support    time     money
  lead person   

retention friendly 
cultures 

Survival Guide

Business,  
Leadership, Regulations, 

Principle,  
Friends & Family Principle

 support    time     money 
  lead person   

Compelling stories 
about 
mission and value 

Survival Guide

Nature of Business, 
Sociological Conditions, 

Belonging Principle,  
Success Principle

 support    time     money
  lead person   

An enforced 
call schedule Survival Guide

Time Demands, Call 

Business, Regulations,  
Success Principle

 support    time     money
  lead person   

Safe and humane 
scheduling Survival Guide

Time Demands, Call  

ness, Regulations,  
Success Principle

 support    time     money
  lead person   

Adequate funding 
for the ambulance 
service

Survival Guide
Nature of Business, 

Leadership 
Success Principle

 support    time     money
  lead person   

Good facilities, 
vehicles, and 
equipment

Survival Guide
Nature of Business, 

Leadership 
Success Principle

 support    time     money
  lead person   
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STRATEGY DOCUMENT
PAGE 

#
FOCUS OF 
STRATEGY

WHO IS NEEDED 
TO SUPPORT 

THIS STRATEGY 
OR PROVIDE 

RESOURCES TO 
IMPLEMENT THIS 

STRATEGY? 

HOW READY ARE YOU TO 
IMPLEMENT THIS STRATEGY?

(CHECK THE BOXES BELOW IF YOU 
ALREADY HAVE THE SUPPORT, TIME, 

MONEY, LEAD PERSON, AND EXPERTISE 
NEEDED FOR THIS STRATEGY)

Recruiting Survival Guide

Nature of Business; 
Sociological Conditions; 
Leadership; Belonging 

Principle; Friends & Family 
Principle

 support    time     money
  lead person   

Leadership 

•    Management 

•   Member 
Feedback (32) 

•   Mission Statement 
(32) 

•  Planning (34) 
•   Selection of 

Leaders (34) 
•   Communication 

R&R Guide

Time Demands; 
Leadership; Regulations; 

Life Cycle Principle; 
Success Principle

 support    time     money
  lead person   

Department image 
•   Uniforms (43) 

•   Gear and 
Equipment (46) 

•   Community R&R Guide

Nature of Business; 
Sociological Conditions; 

Belonging Principle; 
Success Principle; Friends 

& Family Principle

 support    time     money
  lead person   

Risks 

•   Family Concerns R&R Guide Time Demands; Training 
Requirements; Regulations

 support    time     money
  lead person   

Relocation R&R Guide

Time Demands; Training 
Requirements; Nature of 
Business; Sociological 

Conditions; 
Life Cycle Principle

 support    time     money
  lead person   

Diversity  of People 
and interests 

•   Minority Groups R&R Guide

Nature of Business; 
Sociological Conditions; 

Principle

 support    time     money
  lead person   

Consolidation R&R Guide

Time Demands; Training 
Requirements; Call 

Business; Leadership;  
Regulations

 support    time     money
  lead person   
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STRATEGY DOCUMENT
PAGE 

#
FOCUS OF 
STRATEGY

WHO IS NEEDED 
TO SUPPORT 

THIS STRATEGY 
OR PROVIDE 

RESOURCES TO 
IMPLEMENT THIS 

STRATEGY? 

HOW READY ARE YOU TO 
IMPLEMENT THIS STRATEGY?

(CHECK THE BOXES BELOW IF YOU 
ALREADY HAVE THE SUPPORT, TIME, 

MONEY, LEAD PERSON, AND EXPERTISE 
NEEDED FOR THIS STRATEGY)

Attitude and 
motivation 
research 
•  Member Survey

(66)
•  Evaluations (66)

R&R Guide

Nature of Business; 
Sociological Conditions; 

Principle; Success Principle 
; Friends & Family Principle

 support    time     money
 lead person   

Cohesiveness R&R Guide Cycle Principle; Belonging 
Principle; Friends & Family 

Principle

 support    time     money
 lead person   

Emotional support 
•  New Members

(72)
•  Personal

Problems (74)
•  Assistance 

R&R Guide 72 Nature of Business; Internal  support    time     money
 lead person   

Training 
requirements 
•  Attitude Toward 

•  Training 

•  Training Modules

•  Training 

•  Training 
Reimbursement

R&R Guide

Time Demands; 
Training Requirements; 

Regulations;  
Success Principle

 support    time     money
 lead person   

Time demands 
•  Duty

Assignments and

•  Family

•  Scheduling for
Least Desirable

R&R Guide

Time Demands; Call 

Business; Regulations;  
Friends & Family Principle

 support    time     money
 lead person   

Recognition 

•   Thank You Notes 

•  Press Releases

R&R Guide Belonging Principle; 
Success Principle

 support    time     money
 lead person   
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STRATEGY DOCUMENT
PAGE 

#
FOCUS OF 
STRATEGY

WHO IS NEEDED 
TO SUPPORT 

THIS STRATEGY 
OR PROVIDE 

RESOURCES TO 
IMPLEMENT THIS 

STRATEGY? 

HOW READY ARE YOU TO 
IMPLEMENT THIS STRATEGY?

(CHECK THE BOXES BELOW IF YOU 
ALREADY HAVE THE SUPPORT, TIME, 

MONEY, LEAD PERSON, AND EXPERTISE 
NEEDED FOR THIS STRATEGY)

Incentives 

award
•  retirement

accounts
•  pay per call
•  “monthly pots”
•  annual

reimbursements

•  health insurance
•  tuition assistance

•  emergency funds
(loans)

•  local discounts or
chamber dollars

•  prizes and trips
•  uniform and

department items
(hat, coat, etc)

R&R Guide

Nature of Business; 
Sociological Conditions; 

Belonging Principle;  
Success Principle; Friends 

& Family Principle

 support    time     money
 lead person   

The fun factor 
•  Social

•  Prevention

regarding social

R&R Guide

Sociological Conditions;  
Belonging Principle; 

Success Principle; Friends 
& Family Principle

 support    time     money
 lead person   

Recruitment 
Program R&R Guide

Nature of Business; 
Sociological Conditions; 

Belonging Principle;  
Success Principle; Friends 

& Family Principle

 support    time     money
 lead person   

Informational 
Sessions, 

Training Programs

R&R Guide

Time Demands; Training 
Requirements; Nature of 
Business; Regulations; 

Success Principle

 support    time     money
 lead person   

Using Media 
& Different 
Promotional 
Methods

R&R Guide

Nature of Business; 
Sociological Conditions; 

Belonging Principle;  
Success Principle; Friends 

& Family Principle

 support    time     money
 lead person   

Recruitment 
and Retention 
Principles

Keeping the Best

Life Cycle Principle; 
Belonging Principle; 

Success Principle; Friends 
& Family Principle

 support    time     money
 lead person   

Using the 
Process Focus 
to implement and 
manage change

Keeping the Best Leadership  support    time     money
 lead person   
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STRATEGY DOCUMENT
PAGE 

#
FOCUS OF 
STRATEGY

WHO IS NEEDED 
TO SUPPORT 

THIS STRATEGY 
OR PROVIDE 

RESOURCES TO 
IMPLEMENT THIS 

STRATEGY? 

HOW READY ARE YOU TO 
IMPLEMENT THIS STRATEGY?

(CHECK THE BOXES BELOW IF YOU 
ALREADY HAVE THE SUPPORT, TIME, 

MONEY, LEAD PERSON, AND EXPERTISE 
NEEDED FOR THIS STRATEGY)

Combination 
Departments

Keeping the Best
Nature of Business; 

Leadership;    support    time     money
  lead person   

The Recruiting 
Process Keeping the Best

Time Demands; Training 
Requirements; Nature of 
Business; Sociological 

Conditions; 
Belonging Principle; 

Success Principle; Friends 
& Family Principle

 support    time     money
  lead person   

The Retention 
Life Cycle and 
Core Retention 
Programs

Keeping the Best

Time Demands; Training 
Requirements; Call 

Business; Leadership;  
Regulations. Internal 

Principle; Belonging 
Principle; Success 

Principle; Friends & Family 
Principle

 support    time     money
  lead person   

Slackers and the 
Generation Gap Keeping the Best 4

Time Demands; Nature 
of Business; Sociological 

Conditions 
Life Cycle Principle; 
Belonging Principle

 support    time     money
  lead person   

Your Attitude Stinks Keeping the Best 6  support    time     money
  lead person   

Keep the Price of Keeping the Best

Time Demands; Training 
Requirements; Leadership;   

Regulations; Success 
Principle

 support    time     money
  lead person   

Games  Keeping the Best Principle; Friends & Family 
Principle

 support    time     money
  lead person   

Not the Answer Keeping the Best

Time Demands; Call 

Nature of Business; 
Success Principle

 support    time     money
  lead person   

Good People Keeping the Best

Time Demands; Training 
Requirements; Call 

Regulations; Life Cycle 
Principle; Success Principle

 support    time     money
  lead person   

It’s the Little Things 
That Count Keeping the Best Leadership; Regulations; 

Life Cycle Principle
 support    time     money

  lead person   

Failure to Plan is 
Planning to Fail Keeping the Best

Time Demands; 
Leadership;  
Regulations

 support    time     money
  lead person   
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STRATEGY DOCUMENT
PAGE 

#
FOCUS OF 
STRATEGY

WHO IS NEEDED 
TO SUPPORT 

THIS STRATEGY 
OR PROVIDE 

RESOURCES TO 
IMPLEMENT THIS 

STRATEGY? 

HOW READY ARE YOU 
TO IMPLEMENT THIS 

STRATEGY?
(CHECK THE BOXES BELOW IF YOU 

ALREADY HAVE THE SUPPORT, TIME, 
MONEY, LEAD PERSON, AND EXPERTISE 

NEEDED FOR THIS STRATEGY)

Real Time Learning Keeping the Best 20

Time Demands; Training 
Requirements; Nature 
of Business; Success 

Principle

 support    time     money
  lead person   

Are Your Leaders Keeping the Best 22 Leadership; Regulations;  
Success Principle

 support    time     money
  lead person   

Make Everyone a Keeping the Best 24
Cycle Principle; Belonging 

Principle; Success 
Principle; Friends & Family 

Principle

 support    time     money
  lead person   

Lead, Follow or Keeping the Best Leadership; Internal  support    time     money
  lead person   

If it Isn’t Broken, Keeping the Best
Nature of Business; 

Leadership Life Cycle 
Principle

 support    time     money
  lead person   



DECISION MAKING TOOL
This tool is designed to help you discuss your top strategies and select an appropriate number of strategies for action.   
•
• Step 2:  In the strategy column, list the strategies that you would like to pursue. 
•

• Step 4: Complete the chart for each strategy. Leave any items that are unknown blank. 
•

ADDITIONAL RESOURCES
Before developing your action plan, you can search the internet for other resources or EMS agencies that have implemented the 

. 
•
•
•

. 
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PRIORITIZED ROOT CAUSES

2.                                                                                                                        4.

STRATEGY DOCUMENT
PAGE 

#

HOW WELL IS THE 
STRATEGY LINKED 

TO THE 
ROOT CAUSES? 

LEAD 
PERSON

FUNDING 
NEEDS

OTHER 
RESOURCES 

NEEDED
Direct link to one cause
Direct link to many causes 
  Indirect link to other 
causes

Direct link to one cause 
Direct link to many causes 
  Indirect link to other 
causes

Direct link to one cause
Direct link to many causes 
  Indirect link to other 
causes

Direct link to one cause
Direct link to many causes 
  Indirect link to other 
causes

Direct link to one cause
Direct link to many causes 
  Indirect link to other 
causes



GETTING STARTED  

tips:

        2. In the activities section, break down strategies into small steps.

        4. Set a timeline. Target dates will help the team stay on track.

YOUR NEXT STEP
Review the  and . Then use the blank 
Template

TAKE IT TO THE NEXT LEVEL

4.    Find funding for your programs. Review the Funding Strategies Presentation .

THINK IT OUT
 can be used in 

place of this section and will give you more room to record details and target dates.

CREATE AN ACTION PLAN
INSTRUCTION GUIDE

STEP 9
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PROJECT IDEAS

PEOPLE WHO CAN HELP RESOURCES NEEDED



INTRODUCTION 
 can be 

2. Activities – This is where your strategy is broken down into smaller steps to prepare for implementation.    

important to spread your work out among many people, so that one person is not overwhelmed or set up for failure. 
4. Timeline – For use when you plan to begin and complete each activity.  

instructors.   

BACKGROUND INFORMATION
 covers information about a 

wide variety of funding strategies including:  

2. Corporate Sponsorship 
3. Donations from Individuals 
4. Fundraising and Special Events 

6. Fundraising Campaigns (i.e.: direct mail) 

BEST PRACTICES

work for you: 

CREATE AN ACTION PLAN
INSTRUCTION GUIDE

STEP 9
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APPENDIX RESOURCES
•
•
• Funding Strategies Presentation  

ONLINE RESOURCES:
•
• Federal Grants:  www.grants.gov
•
• Private Foundations:  www.foundationcenter.org



ACTION PLAN TEMPLATE (SEE EXAMPLE ON FOLLOWING PAGE)
EMS AGENCY OR COUNTY
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Prioritized root causes related to recruitment 
challenges: 

Performance Measures (out

Activities

Person(s) or 
Group(s)  

Responsible Target Dates Resources Needed
Progress Measures  
(outputs of activities)

2.

3.   

4.   
  

  
6.   
  
7.  

Strategy 2: Prioritized root causes related to recruitment 
challenges: 

Performance Measures (out
comes of strategy 2): 

Activities Person(s) or 
Group(s)  

Responsible

Target Dates Resources Needed Progress Measures  
(outputs of activities)

2.

3.

4.

6.

7.



ACTION PLAN EXAMPLE
EMS AGENCY OR COUNTY
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Increase the number of EMS Professionals active on our EMS Agency Roster. 
  Implement an EMS Recruitment Program

EMS professionals that are not on local 
rosters.

Prioritized root causes related to recruitment 
challenges: 
• 

EMS rosters. 
• Surveys indicate that EMS 

professionals feel burned out due to 
frequency of being on call.

Performance Measures  

Recruit 3 licensed EMS profes
sionals to our agency by Decem

Activities

Person(s) or 
Group(s)  

Responsible Target Dates Resources Needed
Progress Measures  
(outputs of activities)

for our county. EMS Director Funds for list List obtained

2.   Identify team or crew 
members that have 
a relationship with 
licensed EMTs that are 
not on rosters. 

EMS Squad 
Members, and 
Recruitment 

and Retention 
Team 

Support from EMS 
crew members 

List of willing team or crew 
members

3.    Use the EMS Fact 
Sheet Template to 
create a handout for 
potential recruits. 

Team director 
with computer 

skills 

Computer skills; funds 
for copying or printing 

materials 
Fact Sheet completed

4.   Develop a form 
to collect contact 
information and notes 
from meeting.  

Team director 
with computer 

skills 

Computer skills; funds 
for copying or printing 

materials 
Form completed

assignment schedule 
to reach out to 
potential recruits. 

Team members Member time; meeting completed

6.   Follow up with recruits 
as needed.

EMS Director 
or Team 
Leader 

Time, and follow up 
contact information follow up contact



ACTION PLAN EXAMPLE, CONTINUED
EMS AGENCY OR COUNTY
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Increase the number of EMS Professionals active on our EMS Agency Roster.

  Implement an EMS Recruitment Program

Strategy 2: Build Interest in EMS profes
sions through development of MFR pro

Prioritized root causes related to recruitment 
challenges: 
• 

• There are not MFR licensed 
departments in our county.

Performance Measures  
(outcomes of strategy 2): 
• 

members to become 
licensed EMS professionals 

• 
• 

Activities

Person(s) or 
Group(s)  

Responsible Target Dates Resources Needed
Progress Measures  
(outputs of activities)

regarding requirements 
to become an MFR 
department. 

EMS Director 
or Team mem

ber 
State EMS contact Information packets prepared for 

meeting 

2.   Present at county Fire 
Chief meeting.   Team members Presentation materials Presentation completed

3.    Follow up with 
interested Fire Chiefs.

EMS Director 
or Team 

members with 
a relationship 
to Fire Chiefs 

Time Follow up completed with all 
interested departments

4.   Develop a plan to 
access the required 
equipment for an MFR 
unit.    

EMS Director 
and Fire Chiefs  

Grant opportunities, 
budgets, donation 

program 
Plan is created

MFR class.  Team members Instructor Instructor agreement  

training and schedule 
program.  

EMS Director 
and Fire Chiefs  

Funds as outlined in 
plans Adequate funding collected 

Instructor, and 

which hosts 
class 

Time, instructor, 
interested students Class completed

students to determine 
interest in additional 
training to become 
licensed EMTs. 

Team 
members with 
a relationship 

with new MFRs 

Time All MFR students contacted for 
interest in EMT program



GETTING STARTED  

why evaluation is important.

 will help you plan a simple and achievable 
evaluation.

YOUR NEXT STEP

 and complete the baseline column in the  .

TAKE IT TO THE NEXT LEVEL

Evaluate Principles Survey 
2.    Use the Evaluate Principles Report , or a tool like www.surveymonkey.com, to tabulate results.
3.    Complete the Report Card Template  .
4.   Conduct the survey on an annual basis. Enter results on page two of the Report Card Template  to show improvement.

THINK IT OUT
Review the data you collected in Steps 2 and 3, then answer the following questions:

EVALUATE IMPACT
INSTRUCTION GUIDE

STEP 10
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INTRODUCTION 

Letting people know the results of your activities helps them to see you are making a difference.    

BACKGROUND INFORMATION

2. Record three or four statistics that would make a difference to you or your team members.  Monitor these statistics over 
time to see if you have made progress. 
3. Use a status column on your Action Plan to report how well you have completed your activities and met target dates or 
target numbers. 

BEST PRACTICES

CREATE AN ACTION PLAN
INSTRUCTION GUIDE

STEP 9
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APPENDIX RESOURCES
•
• Evaluate Principles Survey 
• Evaluate Principles Report Spreadsheet 
• Report Card Template 
•

ONLINE RESOURCES:
•

•

•



EMS AGENCY
PRINCIPLE EVALUATION
As part of our annual evaluation program, we ask each crew member to provide feedback in three key areas.  For each of the 
statements below, indicate how you feel the agency is meeting this principle. You do not need to write you name on the evaluation. 
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Mostly True Somewhat True Not Really True

2.  Crew members feel needed.
Mostly True Somewhat True Not Really True

3.  Crew members feel respected.
Mostly True Somewhat True Not Really True

4.    Leaders try to know what the crew has for concerns or 
problems. Mostly True Somewhat True Not Really True

a member of the agency is worth what they put in. Mostly True Somewhat True Not Really True

 6.   Crew members are committed to learning and building their 
EMS skills. Mostly True Somewhat True Not Really True

get along and work together. 
Mostly True Somewhat True Not Really True

Mostly True Somewhat True Not Really True

crew members to develop friendships and for families to be 
involved. 

Mostly True Somewhat True Not Really True

who are not willing to support a friendly environment. 
Mostly True Somewhat True Not Really True

 

any concerns you may have or ideas that you have for improving our department.



MI Rural EMS Network (MiREMS) 
MiREMS is a member organization with the 
mission of providing support to Michigan’s rural 
EMS professionals and EMS agencies. All 
programs are developed based on a study of 
needs in rural Michigan. In a survey of Michigan 

were staff recruitment and staff retention. More 
information about MiREMS and its current 
initiatives can be found at www.mirems.org. 

Materials for this toolkit are modeled after successful 
recruitment and retention programs, implemented in 

EMS Network (now MiREMS).

This Recruitment & Retention Toolkit is made 

scan to visit 
mirems.org EMAIL: info@mirems.org

www.mirems.org


