Florida Hospital Zephyrhills
DEPARTMENT OF VOLUNTEER SERVICES

Guidelines for Volunteers

Florida Hospital Zephyrhills is a not-for-profit Christian hospital operated by Adventist Health System, which is a multi-hospital corporation of health care facilities affiliated with the Seventh-day Adventist Church.

Code of Ethics

All volunteers of Florida Hospital Zephyrhills share in the responsibility of observing a code of ethics.  In general, the following applies:

1. Be Dignified and Pleasant:
Your dignity will inspire confidence.  Be courteous to all, especially patients and visitors.  All will appreciate your cheerfulness and willingness to help.

2. Respect all Information as Confidential:
It is a moral obligation not to reveal any information about a patient to anyone.  All information concerning patients or hospital business must be held in strict confidence.  If this rule is broken in any way, you may be terminated from the volunteer service program.

3. Keep Conversation at a Low Noise Level:
Talk softly, avoid making loud noises.  We are around those who need rest and comfort.  Sometimes our laughter and loud talking can be stressful to those who need peace and quiet.

4. Be Loyal to Your Hospital:
Have confidence in the judgment of the Hospital Administration team.  Support the policy and procedures of the hospital.  If you are unhappy with the hospital, it will show in your work and be seen by others.
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Guidelines for Volunteers
Rules of Conduct

1. Be on time for your shift, dressed in full uniform and remain for entire shift.  Sign in and out every time you work.

2. Know what your duties are.  The employees or the Director in each area can and will help train you.  When in doubt, ask questions.

3. Observe all hospital rules and regulations.

4. Take all problems to the Coordinator of Volunteer Services.  Please do not talk with each other about issues you may have.

5. Do not witness any papers or legal documents in the hospital while you are on duty.

6. Do not smoke while on duty.  Do not come to work after having alcoholic beverages.

7. Do not solicit or receive tips from patients or any other individuals.

8. Have fun! Volunteering is very rewarding and helps so many people.  Talk with the Volunteer Services Coordinator if you have any concerns.

Benefits

1. Free parking.  During the busy season, it is difficult to get a “good parking” space.  The community and patients feel that way also.  If you are able, please be gracious and park in the far parking lots (employee parking) during this time.

2. Every Volunteer will receive one free meal for every 4-hour shift worked.  Please go through the cashier line so the Volunteer Services Department can be charged.  You will not be charged.  Please note (your meal should cost no more than $5.50).  Volunteers, who spend more, can pay the additional cost.  If you prefer to take your meal home, please use the disposable containers provided in the cafeteria.

3. Annual Volunteer Recognition Banquet.

4. Participation in all hospital functions.
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Practices and Procedures

1. The Coordinator of Volunteer Services will interview applicants.  Preferences will try to be accommodated; however, applicants may be placed according to hospital needs.

2. Applicants must be at least 14 years of age (15 years & older preferred) and willing to devote a minimum of one 4-hour shift each week to the hospital.

3. An employee in the department they are to work or a volunteer who has previously trained in that area will train new volunteers.  After three weeks, should the volunteer request a change in job, it can be addressed at that time.

4. It is the responsibility of the volunteer to be on time to their assigned place of work.  If unable to report for duty, the volunteer will find a replacement from the list of volunteers (with phone numbers) who are not scheduled for the same duties on the same day or shift.  Please call your work area (not the Coordinator of Volunteers) if you cannot find a replacement and let them know you will not be available that day.  Lobby Desk, Escorts and Shuttle Driver volunteers should contact the Coordinator of Volunteers.

5. ALL Volunteers must attend orientation/annuals once per year.  There may be other mandatory meetings scheduled that volunteers must attend (you will be notified).
6. New volunteers must attend the SHARE program.  Contact the Coordinator of Volunteer Services for dates and time.

7. New volunteers are required to have two TB evaluations before beginning their work assignment.  An appointment must be made with the employee health nurse.  This will be done at no cost to you.  The Coordinator of Volunteers’ office will make an appointment for you.  This is an annual screening.

8. Volunteers are entitled to a 10-minute break.

9. During the course of the day, you may overhear information regarding patients, hospital personnel or physicians.  This is to be considered confidential.  Volunteers are encouraged not to discuss this information inside or outside the hospital or with any other hospital volunteers.  Please do not spread gossip.

10. Florida Hospital Zephyrhills is a smoke-free hospital.  The use of tobacco is prohibited

on hospital grounds.

11. Please notify the Coordinator of Volunteer Services when you are going on vacation, going north, or taking a leave of absence (up to six months).  You cannot always be assured the same service upon return although we will try to hold your position for you.

12. Please notify the Coordinator of Volunteer Services if you are terminating your services.  This will give others a chance to fill the position and possibly be trained before you leave.

13. Volunteers are covered under the hospital’s liability insurance policy while on duty.  Please stay on the hospital grounds while you are on duty.

14. Any in-service accident or incidents must be reported immediately to the Coordinator of Volunteer Services.  This office will file occurrence reports.

15. Volunteers need to keep an accurate record of all hours worked at the hospital.  Anything done for the hospital whether it is on hospital grounds or not, must be documented as hours.  These hours will be totaled on a monthly basis.  Hours must be kept up-to-date.

16. Volunteers are requested to adhere to the dress code as listed below (there are some exceptions) and must be in uniform whenever on duty at the hospital:

*Salmon jacket, smock, pinafore, vest or apron

*White slacks or ladies may wear skirts that are to the knee or longer.

*Shoes should be low-heeled with closed toes and heels.  Shoe color should compliment your outfit (i.e., mostly white in color). Wear comfortable shoes.

*White shirt, blouse, or sweater.

*Jewelry, perfume and after-shave should be kept to a minimum while on duty.

*Name badges should be worn on the left side of jacket. All service awards are to be on the right side of the volunteer smock.
17. Volunteers need to keep themselves updated on hospital events and any issues that will help volunteers to complete their responsibilities more efficiently.  Check by looking at the large flyer rolodex at the desk by the sign-in computer.  This will also keep you up-to-date on what is available to you, as a volunteer, through the hospital.

