
Field Training Officer Orientation
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What Happens on Day 1?
• New employees will attend a virtual HR orientation on Day 1. 

• Education will join the Day 1 orientation and direct everyone to their emails for their login sheets. Once the 
new employee is able to log into their email and find their login sheet, they will log into CareerCert and 
begin their courses. They have preassigned courses in CareerCert that they must complete BEFORE they are 
cleared.
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What Happens on Day 2 and Day 3?
• New employees will report in person to their home market for Day 2 and 3 of orientation. Day 2 and Day 3 

will be run by the local market operations supervisor/manager, or their designee, and will consist of training 
in the following areas: 
• Uniforms / Badges 
• Logging into systems (epro, careercert, emscharts, tablet, paycor)
• EPRO / Scheduling 
• EmsCHARTS / Documentation 
• Employee handbook / SOG’s 
• Narcotic process 
• Station tour / Any market or local level differences 
• Hands on education training: Lifting/moving, Pediatric/neonate transport (neomate/kangoofix), Oxygen, Glucometer/blood 

pressure/pulse ox, Monitor/AED, Ventilator checkoff scenarios, Hi-flow (if applicable).

• Operations will then schedule Ride Time with an FTO. ONLY APPROVED FTO’s will be allowed to have new 
people.
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Roles and Responsibilities of the FTO

• Provide training to new Drivers, EMTs and Paramedics.
• Ensure new employees are functioning at a safe, competent, and independent

level appropriate to their level of certification.
• Assist in continuing education at the market level. (CPR, ACLS, PALS, Vent, 

Invasive lines, etc…)
• Knowledgeable on MedTrust Policies, Procedures, and Protocols.
• Complete a “New Employee Field Training Shift Evaluation Form” for each ride 

time shift you are acting as an FTO, before the end of your shift.
• Attend a quarterly FTO meeting.
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Ambulance Training Shift

• Start of Shift Procedure

• Contacting Dispatch

• Truck Checkoff

• Ambulance Driving Operations

• Use of Lights and Sirens

• Supply Locations

• Facility Locations, Entry Codes, and Soiled Linen

• Documentation with emsCHARTS (Importing, Attaching 
Documents, and Troubleshooting)

• Oxygen (main and portable tanks)

• Biohazard Bags and Containers

• Ambulance Refueling Procedure Including Gas and 
Diesel Trucks (DEF)

• Stretcher - Lifting and Moving

• Stairchair - Lifting and Moving

• Patient Transfer – Lifting and Moving

• Pediatric/Neonate Transport Devices

• Vital Signs (Glucometer, BP Cuff, PulseOx)

• AED Device

• Truck Cleaning/Wash Station

• End of Shift Procedure

• South Carolina DHEC Forms (Part A, Part B, and Part C)
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Start of Shift Procedure
• Upon arrival at the station, employees will clock in (up to, but no more than, 15 minutes prior to start of shift) and 

receive their vehicle and equipment assignment from Operations.
• Under no circumstances may a crew select a different vehicle than the one assigned without the prior approval 

of Operations Management.
• Employees must follow the Uniform Policy at the time they clock in.
• The crew must notify the Communications Center that they are in service, with the following information:

• Call Sign
• Truck Number
• Crew Names
• Equipped/staffed ALS or BLS

• The crew will ensure the MDT is on and functioning properly. Under no circumstance shall the crew turn off MDT 
unless specifically directed to do so by a supervisor.

• Crews may have up to but no longer than 15 minutes after their scheduled shift start time to check their vehicle 
and make it ready for the shift. If the crew cannot go in service within 15 minutes, they must immediately notify 
their Supervisor.

• The paramedic must sign out controlled substances and secure them in the vehicle in accordance with the 
Controlled Substance Policy.

• The crew is responsible for completing the electronic truck check off in full. If any equipment or vehicle issues 
are noted, the crew must properly document the issues in the truck check off.
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Truck Checkoff

• There is a truck check off form on all the 
tablets and all the phones.
• Go over the form with them and do the 

truck checkoff together during each shift.
• Talk about where to secure a wheelchair 

during a wheelchair sub call.
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Ambulance Driving Operations

• Non-Emergency Operations
• MedTrust ambulances shall be operated in accordance with all applicable traffic laws 

and speed limits, including school zone speed limits.
• Emergency Operations
• The use of both siren and emergency warning lights is required when operating the 

ambulance in an emergency mode. Using emergency warning lights alone is 
prohibited. 
• Excessive speeds are not justified and are prohibited. The maximum allowable speed is 

10 MPH over the posted speed limit. 
• Emergency response driving must give fair and sufficient attention to all facts to 

ensure the safety of all persons. 
• A complete stop is required prior to entering an intersection at all red lights or stop 

signs. Proceed into an intersection with due regard, applying caution and clear each 
lane of travel prior to entering that lane.
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Supply Locations
• Where resupply is.
• ALS and BLS supplies.
• What to do and who to contact if an item is missing.
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Facility Locations, Entry Codes, and Soiled Linen

• How to get into the different facilities.
• Key fobs.
• Door Codes.
• Help them make a cheat sheet.
• Where to put dirty linen.
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Documentation with emsCHARTS
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Oxygen (main and portable tanks)
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Biohazard Bags and Containers

• How to change a sharps container.
• Where to put red bag/sharps containers when they're full.
• What happens if you get exposed or stuck with a needle, who do you 

call?
• Where can you find the exposure 
control plan?
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Ambulance Refueling
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• Gas Cards/Fuel Pins
• DEF Fluid
• Gasoline goes in gas 

ambulances
• Diesel goes in diesel 

ambulance



Stretcher - Lifting
and Moving
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Stairchair - Lifting 
and Moving
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Pediatric/Neonate Transport Devices
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Vital Signs (BP Cuff, Glucometer, PulseOx)
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New Employees need to show they can take a 
manual blood pressure



AED Device
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How to operate the AED
How to use the cardiac monitor as an AED



Truck Cleaning/Wash Station
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• Trucks should be cleaned after 
every shift. 

• Show new employee how to 
properly clean/ take down your 
truck.



End of Shift Procedure
• Employees shall refuel all vehicles at the end of every shift. If the crew has been 

subject to the Shift Extension Policy and the fuel level exceeds 3⁄4 of a tank, this 
requirement may be excused.
• Employees shall adhere to the Uniform Policy for the duration of their shift until they 

are removed from service from dispatch.
• The crew must: Remove all trash, Sweep and/or decontaminate cab and patient 

compartment. Restock any/all used consumable EMS supplies. Secure tablet 
(according to base guidelines), and phone. Wash unit exterior. Remove all 
“supporting documentation” and place in the designated secured location within the 
station. Write the run number on all paperwork.
• Complete all Patient Care Reports within 24 hours, as required by state regulations.
• The paramedic will sign in all controlled substances and secure them in the proper 

safe in accordance with the Controlled Substance Policy.

21



South Carolina DHEC Forms
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Part A: Part B: Part C:



Paramedic New Employees:

• Zoll X-Series Monitor
• Invasive Line Monitoring with Zoll X-Series
• Zoll Ventilator
• HFNC (High Flow Nasal Cannula)
• Narcotics Sign-in, Sign-out, and Usage/Administration
• ALS Bag
• Medication Formulary
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Zoll X-Series Monitor
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Follow this standard format for 
monitor checkoff. 



Zoll Ventilator
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Follow standard format for ventilator 
checkoff. 



Wheelchair Training Shift

• Start of Shift Procedure

• Wheelchair Truck/Van Checkoff

• Wheelchair Truck/Van Driving 

• Straps, Securing, and Operating a Wheelchair

• Facility Locations, Entry Codes

• First Aid Kit

• Wheelchair Regulations

• Wheelchair Van/Truck Cleaning

• End of Shift Procedure
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New Employee Evaluation Form

• We have moved to new electronic check off form. 

• You will all be added to a shared platform which will allow you access 
to new employee checkoff sheets, FTO training material, and a quick 
link to the form you need.

• For a shift to count towards training, you must fill out a “New 
Employee Field Training Shift Evaluation Form.”
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Click play to watch 
this short video



How does a New 
Employee Get 

Cleared?
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A “Yes” response 
automatically 
sends an email to 
the market 
manager for 
approval. Both 
the FTO and the 
manager will now 
have to sign off 
for the new 
employee will be 
considered clear.
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Field Training Officer Evaluation Form 

 
Field Training Officer Name______________________________              Date of shift__________________ 
 

 Please answer YES or NO 
Appeared and behaved in a professional 
manner 

 

Was willing to teach and answer questions  
Encouraged participation  
Respected new and current employee(s)  
Respected patients, families, and facility staff  

 
 
Does this FTO have the social skills necessary to be an effective field training officer? 
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________ 
 
Does this FTO have the clinical knowledge and skills necessary to be an effective field training officer? 
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________ 
 
tŚĂƚ�ĂƌĞ�ƚŚŝƐ�&dK͛Ɛ�ƐƚƌŽŶŐĞƐƚ�ĐŚĂƌĂĐƚĞƌŝƐƚŝĐƐ͍ 
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________ 
 
tŚĂƚ�ĂƌĞ�ƚŚŝƐ�&dK͛Ɛ�ǁĞĂŬĞƐƚ�ĐŚĂƌĂĐƚĞƌŝƐƚŝĐƐ͍ 
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________ 
 
Is there anything you would like to add or are there any comments/concerns/suggestions for this FTO? 
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________ 
 
 

**Please return this directly to operations at the completion of your training shifts.** 

The new employee must also fill out a 
“Field Training Officer Evaluation Form.”

There will be a new link to this on their 
login form.

The Field Training Officer position is a 
privilege and is a position of integrity and 
trust. 

More than 3 non favorable Field Training 
Officer Evaluations will subject the FTO to a 
review meeting held by local market 
Operations, the Education Manager, and a 
peer FTO from that market. 



Questions?

Please fill out the attendance form with your preferred contact 
information.

https://forms.gle/Nx7S9ATHg2y5ukCQ8
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https://forms.gle/Nx7S9ATHg2y5ukCQ8

