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Environmental Services

Location:  Main hospital.  Tanner’s office is located in the basement
Department Contact Information:


Report to:  Shaena Jarrabet Director of Environmental Services & Laundry

Phone:  979.776-2407, SJarrabet@st-joseph.org  OR Felicia Thomas  FThomas@st-joseph.org 
Included in this packet is your service description and department orientation checklist.  Please take the checklist with you on your first day. 
Sign-in:  Information Desk, 1st floor of main hospital.  Remember your PIN number is your home or cell phone WITHOUT the area code.  

Department Orientation Checklist:
Will be completed during your first schedule shift
Additional Orientation Courses:  Not required 

· If you are ill or cannot make your shift, please call the number listed above to report your absence. You do not need to call Volunteer Services.

· Dress Code: Assigned Uniform Top, khaki pants, and rubber soled shoes. No denim, capris, shorts, or sleeveless shirts. No perfume or cologne in patient areas.

· Remember to take your department orientation checklist (included in this packet) on your first day or to scheduled department orientation. Please complete and return to Volunteer Services. 
New Volunteers: 

· Your identification badge will be ready for pick up on your first day at the Information Desk located in the main lobby of the Regional Hospital. The information desk is open Monday - Friday 8 am - 6:30 pm, Saturday 10 am - 4 pm and Sunday 11:30 am - 4:30 pm.  You are required to wear your badge while on duty. If you forget your badge you will be asked to leave. 

How to turn in Paperwork to Volunteer Services:

Interoffice mail to Volunteer Services, drop off at the Auxiliary office, scan and email to volunteer@st-joseph.org, or fax to 979.776.5330.     

Environmental Services
Objective:  To improve customer service to our patients, ensure that patient’s needs are being taken care of and provide beneficial feedback to staff. 

Hours:  Monday – Sunday 8:30 am – 4 pm.
Qualifications:


· Demonstrates good verbal and written communication.
· Mature, positive, service-oriented individual.
· Physical ability to withstand sitting, standing, reaching and lifting.
· Excellent customer service skills.
Training:

· Completion of Hospital Orientation
· Completion of Department Orientation

Competencies:
· Understand and follow directions.

· Work effectively with others without direct supervision.

· Work with confidential information.

Responsibilities:


· Notify department of any absences; sign in and out when reporting to and leaving volunteer assignment, wear volunteer uniform and issued identification badge. 

· Maintain confidentiality at all times and do not discuss any information learned while on-site to anyone outside of the unit, department, or CHI.

· Pick up clip board, pen and rounding log in Auxiliary room in cabinet above sign-in computer.

· Pick up daily report of admitted patients from information desk. Round on patients that have been admitted at least 24 hours ago. 
· Procedure/Script:

Procedure:  Knock and introduce yourself and explain why you are there.  

“My name is _____, I am a volunteer and I am working with our Environmental Services Department to make sure we are always meeting your housekeeping needs. This will only take a few minutes. Is this a good time?”

Questions:


When you were admitted, was the room clean to your expectations?


Has the housekeeper been in to clean your room today?


Did they knock and introduce themselves, were they courteous?


Did they clean the room to your expectations?


Could we have done anything better to meet your expectations?

Conclusion:  “Thank you for your time today.  Is there anything else I can do for you before I leave?”
· Write the room number and any comments on your rounding log.  
· If there are immediate housekeeping needs, please page the Housekeeping Supervisor at 226-3920 and wait by a phone for them to call you back. 

· If the patient requests other items, please relay those requests to the patients nurse.  

· Observe patient precautions and all infection control practices.

· Complete the rounding log each day you volunteer.  Place the rounding log in the wall basket in the Auxiliary room and Volunteer Services will forward a copy to Carey Brevard, Director of Environmental Services.
· Take the admitting report to information desk to place in confidential shredding bin.  
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Department Orientation Checklist

Environmental Services – Patient Rounding 
VOLUNTEER NAME: ______________________________________________
_____Introduction to team members

_____ Review basic department functions 
_____ Define who they report to when on duty
_____ Tour of nursing areas they will round on
_____Define who to call or email when the volunteer will be unable to volunteer for their assigned shift (information is not reported to Vol. Svcs.)

_____Point out location of:
Policy and Procedure Manual




Disaster Manual or Plan




MSDS Manual




Safety Manual




Code Cards

_____Point out location of nearest fire alarm and extinguishers

_____Review department evacuation procedure

_____Review volunteer duties in your department

· Overview patient rounding
· Where to pick up admitting list

· How to read admitting list

· Review script
· Infection control practices/observing patient precaution signs

· Handling customer service issues
· Contacting supervisor for housekeeping needs

· Relaying patient care requests to nurse

· Completing rounding log

· Disposing of rounding log in confidential shredding bin

___ Observe patient rounding
__________________________
____________________________
_________

Department Team Member Signature

 Volunteer Signature

Date

PLEASE RETURN FORM TO Volunteer Services Department -  drop off at the Auxiliary office or email to volunteer@st-joseph.org. 

Environmental Services 
Patient Satisfaction Survey

Volunteer: __________________________




Date: _____________

Procedure:  Knock and introduce yourself and explain why you are there.  

“My name is _____, I am a volunteer and I am working with our Environmental Services Department to make sure we are always meeting your housekeeping needs. This will only take a few minutes. Is this a good time?”

Questions:


When you were admitted, was the room clean to your expectations?


Has the housekeeper been in to clean your room today?


Did they knock and introduce themselves, were they courteous?


Did they clean the room to your expectations?


Could we have done anything better to meet your expectations?

Conclusion:  “Thank you for your time today.  Is there anything else I can do for you before I leave?”


Housekeeping Supervisor pager 4776
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