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We welcome you and thank you for your interest in giving your time and talents as a volunteer to HEALTH CENTRAL.  Our volunteers make a positive difference in the care our hospital is able to extend to our patients, their families, and our visitors.  There are many good hospitals, but volunteers make a hospital GREAT.

We have prepared the following information for you regarding volunteering in order to best acquaint you with our program and with the opportunities available here.  As you are reading through this packet of policies and requirements, please be thinking of where your commitment could best be focused.

At anytime in our process, be it from your initial inquiry onwards, we welcome your thoughts, questions, and ideas.  In an area of high-tech and state-of-the-art, we in volunteer services concentrate on balancing that with “high-touch.”

We run a year round program for teenage volunteers, as well.  These applications must be completed by the student with two teachers and a counselor completing recommendations on the back.

Please refer to the following information to guide you in the application process.

PROCEDURE FOR APPLYING TO BE A

HEALTH CENTRAL VOLUNTEER

1. Applications are available in the Volunteer Office or at the information desk.  The information desk hours are from 8:00 AM to 8:00 PM.  (If you are a high school teenager, be sure to ask for a teen application.)

2. Applications are to be completed at your convenience.  At that point, please follow the directions below.

· Call the Director or Coordinator of Volunteer Services to set up an interview.  The number is 407-296-1148.

· Bring your application to the interview.  Do NOT drop it off beforehand.
· Be prepared to pay your dues and buy your uniform top.  Teenage shirts are $15, men’s and women’s polo-type shirts are $15, and women’s jackets are $20.  Also available for women are pinafores at $12.

3. If you have any questions after reviewing this information, please call the

Auxiliary office at 407-296-1147.

Thank you for your interest.  We look forward to talking with you.

Before You Begin…


The volunteer organization serving HEALTH CENTRAL is the Health Central Auxiliary.  The Auxiliary staffs over 20 critical areas throughout the hospital.  We also participate very actively in fund-raising to benefit the hospital, and we provide scholarships for university students studying in any of the many medical fields.  These students are our neighbors and have worked as volunteers here.


Joining our program gives you the opportunity to meet new friends and share in some excellent camaraderie with your fellow volunteers.  Our focus is service, and that can be achieved in several ways.  IF YOU HAVE A TALENT, WE HAVE A NEED!!!  Please ask the Volunteer Office to provide you with any additional information regarding the Auxiliary.


The Auxiliary membership is open to EVERYONE.  Dues are $5 a year for Auxiliary and a $5 one-time fee for teenage volunteers.


The following areas are departments that have asked for our help.  A short description of each follows, so you will have an idea what the duties for the volunteer is in each.  Your commitment is one four-hour slot, once a week, on a prearranged day.

· Cardio-Neurodiagnostic – Weekday mornings.  Assist with phone in the lab area, make copies of the heart, lung, sleep, brain studies.

· Catherization Center – 8:00 a.m. – 12:00 p.m. daily.  Assist families and staff. 

· Diabetes – Tuesday’s 10:00 a.m. – 2:00 p.m.  Assemble Diabetes education materials for patients and staff.

· Emergency Room – Shifts available 12 hours per day (8:00 AM – noon, or noon – 4:00 PM, or 4:00 PM – 8:00 PM); daily.  Communicate with the patients and update the families as to patient progress.  Assist the doctors and nurses as requested.

· Foundation – Tuesday mornings, 4 hour shift.  Data entry and computer help.

· Front Desk – Shifts available 12 hours per day (8:00 AM – noon, or noon – 4:00 PM, or 4:00 PM – 8:00 PM); daily.  Direct patients, families, and visitors.  Transport patients by wheelchair.  Assist those looking for jobs.  Conduct tours.  Second Information Desk – (8:00 AM – noon, or noon – 3:00 PM) Greeting and directing patients and visitors.

· Golf Shuttles – Shifts available 8 hours per day (8:00 AM – noon, or noon – 4:00 PM); weekdays.  Drive our converted shuttle assisting patients, families, and visitors to and from the building.  Greet and direct them.

· Human Resources – Monday – Friday, 8:30 a.m. – 12:00 p.m., 12:00 p.m. – 4:00 p.m.  Assist with employee applications, answer phones, filing.

· Lab – Monday – Friday, 4:00 p.m. – 8:00 p.m.  Assist lab technicians, transport samples.

· Marketing – Wednesday, 8:00 a.m. – 12:00 p.m.  Assist with assembling, folding mail-outs, copying materials and distributing pamphlets.

· Medical Records – Shifts available 12 hours per day (8:00 AM – noon, or noon – 4:00 PM, or 4:00 PM – 8:00 PM); weekdays.  Assist with the paper work that is generated by our patients.

· Medical Floor / Surgical Floor – Shifts available 8 hours per day (4:00 PM – 8:00 PM); daily.  These are our busiest nursing floors.  Answer phone and call button, run errands as directed by nurses, put away supplies, visit patients and their families.

· Nursing Supervisor – Daily, 4:00 p.m. – 8:00 p.m.  Assist the Nursing Supervisor with various tasks as needed.

· Outpatient Lab – Shift available 4 hours per day (10:00 AM – 2:00 PM); weekdays.  Assist the nurse/technician greeting the patients, preparing to draw blood and urine samples, and assisting the patients to prepare for an EKG.  Help with the paperwork generated by those tests.

· Office – Shifts available 8 hours per day (8:00 AM – noon, or noon – 4:00 PM); weekdays.  Generally staffed by Auxiliary officers assisting in the running of the Volunteer Program.

· Patient Representative – Usually filled by a former social worker or nurse.  Patient advocate.

· Pharmacy – Shifts available 12 hours per day (8:00 AM – noon, or noon – 4:00 PM, or 4:00 PM – 8:00 PM); daily.  Picking up orders on the floors, returning to the pharmacy, assisting the pharmacists with chores, and returning to the floors with the prescriptions.

· Radiology – Shifts available 12 hours per day (8:00 AM – noon, or noon – 4:00 PM, or 4:00 PM – 8:00 PM); daily.  Greeting patients, pulling jackets, access patients’ records, assisting the busy department as directed.

· Recovery – Monday – Friday, 10:00 a.m. – 2:00 p.m.  Update families on patient status.

· Senior Central – Monday – Friday, variable schedule (daytime hours only).  Assist the Director with tasks as needed.

· Support Services – Four to eight hours per week.  Assisting the many departments who ask for help.  Possible skills needed include computer knowledge, piano playing secretarial support, etc.

· Surgical waiting – Shifts available 8 hours per day (8:00 AM – noon, or noon – 4:00 PM); weekdays.  Assisting the families of the surgical patients.

· Wellness Center – Flexible schedule, 8 hours weekly  (daytime hours only).

Remember, if you have a talent, we have a need.  Our Director of Volunteer Services will work with you for placements outside of these services.

Requirements…

1. Teenage volunteers must be at least 14 years old.  All other volunteers must be at least 18 years old and provide proof of age, if requested.

2. All volunteers will be required to spend a minimum of four (4) hours each week in their designated areas.  (More is fine!)

3. All volunteers will be required to work at least 72 hours for validation.  (For example, students needing a letter confirming volunteer work.)

4. All volunteers will be required to complete the following:

· Volunteer Application and the Code of Ethics

· Interview by the Director or Coordinator of Volunteer Services

· Tuberculin test (administered free by the hospital)

· Orientation

· Training

5. All volunteers are required to wear an identification badge at all times.  Please note, $1 will be charged to replace a lost name badge.

6. All volunteers will be scheduled for a service based on the needs of the hospital at the time.  Although we strive to be flexible and accommodate changing schedules, placement is based on department needs and the attempt to ensure a good match from the start.

7. Volunteers will be required to purchase a uniform to be worn at all times while on duty.  Teenage shirts are $15, men’s and women’s polo-type shirts are $15, and women’s jackets are $20.  Also available for women are pinafores at $12.  Compliance with the dress code as prescribed in the Orientation Handbook is required.

8. Because volunteers play an essential role in each department, please notify your department coordinator in the event of an absence.  Three absences where no contact was made may result in immediate termination.

9. All volunteers are required to sign in and out to account for their hours.

10. All volunteers are required to notify both their department and the Office of Volunteer Services if any type of accident happens.  (Whether it directly involves the volunteer or if they have just witnessed one.)

11. All volunteers will be required to attend a volunteer orientation session as soon as possible after their start date.

12. All volunteers, because they have signed and agreed to the policies, will be accountable for themselves and all their actions or words at all times.

13. All volunteers are required to have a TB test administered by our employee health nurse.  Negative results are required in order to work.

14. References will be checked.

Please note, that while the above requirements may seem stringent, it is our belief that today’s healthcare volunteer, if interested in meeting and exceeding the challenges, will strive to continually surpass our expectations.

[image: image1.png]%:Health Central




Benefits include…
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1. For each 4 hour shift worked 30% will be discounted and up to $4.00 will be free to you!  (a discount of 30% any time you eat in our cafeteria, not just when you are volunteering.  Ask about the Debitek card to receive an additional 10% discount.)

2. Discount of 10% in the gift shop.

3. Discount on materials at the Florida Eye Clinic located in the hospital.

4. Discount in the Atrium Pharmacy located in the hospital.

5. Free liability / workman’s compensation insurance.

6. Free yearly flu shot.

7. Free yearly tuberculin tests.

8. A celebration luncheon at one of the top area restaurants or clubs.

9. A holiday reception.

10. Personal recommendations provided by the Director or Coordinator of Volunteer Services upon request.

11. Many personal rewards, in terms of self-satisfaction that you will receive from your endeavors here at HEALTH CENTRAL.

12. Award pins for hours of service awarded yearly.

13. [image: image3.wmf][image: image4.wmf][image: image5.wmf]After 100 hours, volunteers are entitled to a 20% discount up to $200 on any in hospital services rendered by Health Central above your insurance reimbursement.  (This does not include any testing, only inpatient services)

[image: image6.wmf]
Frequently Asked Questions…
1. May I initiate a prayer with a patient, their family, or anyone?

NO!  If asked to join in a prayer, you may, but you cannot initiate one.

2. May I bring a son, daughter, friend, or other family member with me on my shift?

NO!  However, if any of these individuals would either like to volunteer or to take a tour, please let us know.

3. If I feel myself getting sick on the job, what should I do?
First let your service area know.  Then either request treatment, or stop working early and go home.  Please phone our office the next day and give us your status.

4. My shift is from 4:00 PM to 8:00 PM, so in the winter it’s dark when I leave.  May I have security escort me to my car?
YES, definitely!  You may have a security escort anytime of the day or night.  Please phone the operator who will forward your request to security.

5. In my free time I sell Avon (Amway, Tupperware, Girl Scout Cookies, Band Candy, etc.).  May I leave brochures, take and/or deliver supplies to employees, patients, families, or other volunteers?  May I bring religious material in to leave in the waiting areas?
NO, there is to be no solicitation of any kind in the hospital.  Do not embarrass yourself and the other volunteers by doing so.

6. Since I have a badge and a uniform, may I go anywhere in the hospital?
NO!  While your name tag does provide access to many areas, we request that volunteers stay in their immediate area unless they are escorting a patient, running a job related errand, eating, or using the restroom.

7. If I am not on duty but am coming to visit a patient, may I wear my uniform and name tag?
NO!  The only time your uniform is to be worn is when you are on duty in your assigned department.

8. If I volunteer at HEALTH CENTRAL and do a really good job, could I get a job here?
While it is possible, it is also unlikely.  We stress the unlikelihood to avoid disappointment.

9. My counselor at school says I should volunteer to “shadow” a person in the hospital who has graduated and is currently doing what I’m now studying.  He/she says this will expand my knowledge of my chosen field and allow me to see if I’m happy in it.  May I?
While we commend you and your counselor for your thinking, and agree that volunteer work is a good idea for anyone pursuing an education, “shadowing”, watching, or following is not an area of volunteer service at HEALTH CENTRAL.  Our feeling is that students benefit most from actual “hands-on” work as opposed to observation.  This, we feel, is a more patient-focused approach which is where the future of healthcare lies.

10. I am a college student and plan to be home for 1 week at Thanksgiving, 4 weeks at Christmas, and 2 weeks in April.  I’d like to volunteer in an area related in some way to the career I’m pursuing.  May I?
First, let us say thank you for considering giving of your time and talents for HEALTH CENTRAL, especially at such a hectic time in your life.  We suggest that you plan to begin your volunteer work in the summer when you are home for 3-4 months.  Beginning any volunteer effort during the peak holidays has not proven successful for the hospital OR for the individual for several reasons.

11. If I volunteer at Health Central, am I guaranteed a scholarship for school?

No.  Applications are available every February for high school seniors and those out of high school only.  You must be entering the medical field.  Grades, school activities, financial need and service at Health Central are all considered when applying.  You are encouraged to apply, but your service does not guarantee you a scholarship. 
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