
Volunteer Orientation
Introduction

Welcome to our volunteer team!  Volunteering is a wonderful way to lead a fulfilling life and you ARE needed!  We realize your time is valuable – so we strive to make sure our volunteer positions are comprised of meaningful work.

Hopefully through your volunteer experiences here you:

· Make some new friends

· Participate in some new experiences you enjoy

· Apply your skills and acquire some new ones

· Make a difference

· Feel like you have a chance to give back to your community

· Gain some satisfaction from assisting others

· Increase your self-confidence and self-esteem

· Learn something about yourself

· Feel good about yourself

Mission, Vision, Values
Please review the HCHC Mission, Vision and Values listed below.  We ask all members of our volunteer team to adhere to the same values as our associates.  You are an ambassador for HCHC while serving here at the hospital as well as out in the community.

The Henry County Health Center Mission is:
To enhance the health of individuals and our communities through high quality, effective and efficient services.

The Henry County Health Center Vision is:

To be the healthcare provider and employer of choice.

Q-START Values:

At Henry County Health Center, we make our Q-START values of Quality, Service, Teamwork, Accountability, Respect, and Trust our top priority.  We recognize that we have many responsibilities in providing quality healthcare.  Among those is the responsibility to establish and maintain a cooperative, friendly, helpful and courteous work atmosphere at HCHC.  Every member of the HCHC team is committed to demonstrating these values to our patients and each other:

· Quality

· Service

· Teamwork

· Accountability

· Respect

· Trust

Benefits
· $5 meal voucher for every shift worked.
· 20% discount in HCHC Gift Shop on the day you work (Discount does not apply to flowers, cards, books, cookbooks, or food items.  It cannot be combined with any other discount; for example: your 20% discount can’t be added to items in the 50% corner to equal a 70% discount.)
· Free TB test and annual influenza vaccine.

· Annual recognition in April or May.
· Use of the gym and equipment in the Rehabilitation Services (Physical Therapy) Department.

Use of Rehabilitation Services equipment

As one of the perks you receive for volunteering at HCHC, you can use the exercise equipment in the HCHC Rehabilitation Services (Physical Therapy) gym at no charge.  The equipment is available to you Monday through Friday from 7:00 am—5:30 pm (the normal hours they are open).  Before you start using the equipment, you will need to be trained on how to use the equipment and fill out some paperwork.  Be prepared to show them your volunteer name badge as proof that you are a current volunteer or have them call me.  The one request that we have for you is that if a patient needs to use the equipment, please give them first priority and either wait to use that machine, or move to another machine until they are finished.  If you have any questions, you can either call the Physical Therapy Dept. at 385.6102 or call Kirsten at 385.6524.
Health Assessment and TB

Health assessments and TB tests are required by the State to minimize risks associated with the transmission of communicable illness, protect patients and visitors from healthcare acquired infection and to prevent occupational exposure to volunteers and students.  

To complete the health assessment, fill out the top ¾ of the Volunteer Health Screen Personal Health Statement (down to the line where it says “Temp” and “Pulse”).  Then sign and date the bottom of the form.  The Infection Control Nurse will fill out the rest.

The TB test is a two-part test which can be started on the same day as your orientation or done on a different day if you have other time commitments.  You will need to return to the HCHC lab 48-72 hours following the test to have it read by the lab staff.

Infection Control

Hand washing is the single most effective infection control method.

· Wash hands before and after your volunteer shift and frequently during your shift.

· Wash hands after coming in contact with a patient, a patient’s clothing or bedding

· Wash hands if you frequently handle equipment such as wheelchairs

· Wash hands before and after eating

· Wash hands after using the restroom

We also have hand sanitizing gel located at the Information Desk and in the Gift Shop, as well as Sani-Wipes.  At the start of your shift, wipe down the countertops, phones, pens, cash register and any other surface in your work area with the Sani-Wipes.  When supplies run low, please call Kirsten at ext. 6524 and let her know.

Not coming to volunteer when ill is also an important infection control device.

Report Illnesses

Volunteers are also required by the Iowa Department of Inspections and Appeals to report any illnesses/injuries to Kirsten.  If your illness/injury caused you to not be able to work a shift, please call Kirsten at 385-6524 and report it.  We will need the date of your scheduled shift(s) and a brief description of your illness/injury (cold, flu, fell on ice, etc.)

Volunteer Recognition

The 2nd Monday of every April, we hold the Friends of HCHC annual business meeting.  Sometime during the month of April or May, we hold a Volunteer Appreciation event.  These are opportunities for HCHC to thank volunteers for their service during the past year and gives volunteers an opportunity to meet each other.

Substitutes (for Information Desk and Gift Shop Volunteers)
If you are unable to work the shift you are scheduled for, please call someone and arrange for your own substitute.  A list of volunteers and their phone numbers are sent to you occasionally in the mailing that includes your schedule calendar.  Please keep this list until you receive an updated one.

Privacy/Confidentiality

Part of small town life is a sincere concern for each other.  However, HCHC associates/volunteers must conduct themselves in a professional manner at all times, remembering to respect all patients’, residents’, clients’ and associates’ right to privacy.  A breach of confidentiality is a violation of the trust placed in us by the community.

No discussion dealing with patients, residents and clients should take place outside of the organization, at meal times or during coffee breaks.  The public will consider any innocent comment coming from an associate/volunteer to be the absolute fact.

To engage in such discussion is not only a breach of ethics, but may involve the associate/volunteer in legal proceedings.  In addition, a proven breach of confidentiality may result in immediate dismissal.  
At no time while working as a health center volunteer should you express your opinions on the negative performance of the health center.  At no time while working as a hospital volunteer should you express your opinions on a negative performance of a doctor.  At no time while working as a hospital volunteer should you share your past surgical experiences/medical history with a patient or a guest.  

Please remember…..When you become a volunteer, you sign a Confidentiality Agreement in which you agree to keep confidential all that you see and hear in the health center.  HCHC trusts you to adhere to the confidentiality policy in the same way the patient trusts HCHC to protect their privacy.  Most importantly, keep in mind the type of reputation you want to build for yourself and for the HCHC Volunteer Program.  

Even when you are out in the community, you are ambassadors for HCHC.  If you should encounter someone talking negatively about the hospital, please encourage them to contact the HCHC C.E.O. Administrative Assistant at 319.385.6532 or HCHC Risk Management at 319.385.6593 so that their situation may be addressed through the proper channels.

Access to Personnel File

Volunteer files in the Public Information Department are the property of Henry County Health Center and are confidential.  Access to the information they contain is restricted to those representatives of HCHC who have a legitimate reason to review the file.  The Public Information Department, Infection Control Nurse and the state surveyors are the only individuals that have access to your volunteer file and your health information.

Appearance/Dress Code
An ID badge with your name and photo will be provided to you when you complete orientation.  You should take this home with you in the event you have to show ID when entering the health center. It is important to wear your name badge when you are here in a volunteer capacity so that visitors can identify you as a volunteer and therefore someone they could ask for assistance.  Your name badge will also help the cafeteria staff recognize that you are a volunteer as you use your free meal ticket.
You will be provided an apparel item that designates you as a Volunteer or, if you join, Friends of HCHC, to be used as your work uniform. If you would like to purchase an extra one for variety, please contact Kirsten to place your order.  Personal dress is left to your good judgment and discretion.  Keep in mind that a “professional” image should be worn when volunteering.  We would prefer no jeans or denim, if possible.  Since it’s possible your position may require walking a great deal, comfortable shoes are recommended.  A light scent is preferred for those individuals who like to wear a fragrance.  
HCHC is a smoke and tobacco free facility.  Smoking is prohibited in all areas of the hospital.  Employees, volunteers, visitors and patients are forbidden to smoke or use tobacco anywhere in the building or on hospital grounds.

Be aware that of all the things you wear, your expression may be the most important.  SMILE!  You never get a second chance to make a first impression!

Professional ethics

Volunteers are expected to be prompt and reliable.  Even though activity might be slow in your volunteer area, coverage for the complete shift time is expected.  Fluctuation in activity level is an inherent aspect of the hospital environment and is directly related to the census and appointments for the day.

Maintain an attitude of professional, but friendly cooperation with all personnel, fellow workers, patients and visitors.  Follow the health center confidentiality policy at all times.  Be courteous and cheerful. 

Universal precautions

Blood and all body fluid secretions/excretions except sweat are considered potentially infectious whether or not you see blood in the fluids.

Do not touch or attempt to clean up any type of body fluid spill, such as blood, urine, vomit or any other body fluid.  Take measures to block off the spill area so others do not come in contact with the spill.  Call Communications (ext. 6110) and ask for housekeeping to be sent to the area to clean up the spill. Be sure to tell them what they will be cleaning up and on what kind of surface.
Friends of HCHC
The purpose of Friends of HCHC is to support the mission of Henry County Health Center through activities, programs and fund raising approved by the Friends membership and the Henry County Health Center Board of Trustees.  
Membership is open to all persons who are interested in Friends of HCHC.  Dues are $5.00 annually.  The membership year runs from April 1 to March 31.  New members are always welcome.  Send $5 to Friends of HCHC, 407 S. White Street, Mt. Pleasant, IA 52641.  

Suggestions

Please feel free to call Kirsten (319.385.6524 from an outside phone or call ext. 6524 from within HCHC – cell 319-383-0255) if you have concerns, suggestions, or questions.  You are the “eyes and ears in the trenches” and sometimes you come up with ideas for a better way of doing things.  Please don’t hesitate to share that with us.  
If there’s any service that we have here that you need more information about, let us know.  You can be wonderful ambassadors in the community, so please try to learn all you can about HCHC.  

Thank you for sharing your time and talent with HCHC!  Welcome to our volunteer team!
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