
 

Patient/Family Advisor (PFA) Orientation Presentation 

Facilitator’s Guideline 

 

The PFA Orientation Presentation should be used along with the Orientation Checklist to provide a 

thorough and consistent understanding of their role and its requirements. The following guideline 

provides considerations for the context and implementation of this orientation program. 

Orientation - General 

 Orientation should be provided to each PFA prior to their first engagement 

 Orientation may be done individually or in a group setting 

 If in-person orientation is not possible, or group orientation is preferred but not possible, 

consider connecting with another organization via telehealth or WebEx 

 The Presentation content should not be altered; facilitators may choose to highlight 

opportunities or information most relevant to their organization, but slides should not be 

omitted without approval from the PFCC Guiding Coalition. 

 

Logistics 

 In-person orientation should begin with introductions by all 

 PFA Handbook should be available if they have not already received it 

 PFA should be offered hard copies of policies reviewed and other documentation 

 Provide PFA with your contact information (ie: card, brochure) 

 Customize the “You Are Here” button on Slide 26 for your audience 

 

Recommendations & Considerations 

 PFA should be required to complete a criminal record check; this should be at no cost to them 

(typical for volunteer positions) 

 Organization should collect the following: 

 Signed preference to receive honoraria or not  

 SIN number in cases where they choose to receive honoraria (“Honoraria Form” on checklist) 

o The CRA requires the organization to issue a T4A slip for honoraria income totaling $500 

or more during the tax year.  

o A process should be created within the Finance department to track honoraria 

payments and issue T4As.  

o SIN information must be sent to Finance and not kept by the PFCC Lead. 

 Ensure PFAs are covered under your organization’s liability insurance plan 



 Consider coordinating with your Volunteer Services department if their processes may enhance 

or streamline yours.  

o Carefully consider: not adding cumbersome or unnecessary steps to the onboarding 

process; differences in the requirements and roles of volunteers vs. PFAs; honoraria; 

liability insurance; databases and documentation. 

 Consider co-facilitation with an experienced PFA.  

o This has proven very successful and valuable in some organizations and is strongly 

encouraged.  

 Let PFAs know that there will be opportunities to evaluate their involvement and share their 

experience on an annual basis (through implementation of a PFA Development Plan) 

 Consider providing refreshments/snacks for longer sessions 

 Honorarium is typically not provided for orientation session 

 


