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Emergency Room 

(Regional Hospital)
Location:
CHI St. Joseph Health Regional Hospital


2801 Franciscan Drive, Bryan, TX 77802

The ER faces the front entrance of the hospital and is connected by a long curvy hallway with tall windows at the start. Simply follow the signs starting at the Information Desk. The helipad is positioned on top of the ER roof. Please do not park in front or near the ER or in patient parking. Parking is available in the Parking Garage 5-6 floors.
Department Contact Information:


Report to:  Charge Nurse


Phone:  979.776.2568 

Dept. Orientation Coordinator: Mark Meyer MMeyer@st-joseph.org 
Sign-in:  Information Desk, 1st floor of main hospital.  Remember your PIN number is your home or cell phone WITHOUT the area code.  

PICIS Sign-in:  your login is emsv first initial and last name (Jane Doe would be set up as emsvjdoe), then your initial password is 123.  
Department Orientation:  This area requires a department orientation. Watch for email to sign up.   

For the orientation, please meet your designated trainer in the waiting room of the ER at your assigned time.  Dress appropriately– uniform preferred, but if unable to wear uniform, dress business casual (no denim, shorts, capris, tank tops, open toed shoes, etc.) If you are not dressed appropriately you will be sent home. Bring your checklists, included in this packet, with you at your department orientation. 
Additional Orientation Courses:  
1. Go to http://www.chistjoseph.org/volunteer
2. On the left side of the screen, click on Volunteer Orientation Access
3. At the log in, enter 

a. name:
 
sjvolunteer

b. Password:
 vol123

4. On left side of screen, click on Assignments:

· View & Complete:

1.  Emergency Room Orientation & Test

2. Vital Sign Orientation & Test

· 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.       

· [image: image2.png]y
\J CHI St. Joseph Health



 

Emergency Room (Regional Hospital)
Objective:  ER Volunteers will: 

· Provide on-going support to the patients, families and friends to support CHI St. Joseph Health’s philosophy of our healing ministry and patient-centered care.   

· ER Volunteers will provide the non-clinical extra, comfort measures and aid in decreasing fear and anxiety by making everyone feel comfortable and cared for.  Must convey exemplary customer service at all times.

· Provide support to staff by prepping and stocking exam rooms so that medical staff can focus on treating the patients.

Essential Function:  To “round” (and document on rounding log) on all patients, families and friends in ER exam rooms on an hourly basis in order to:

· Assist the ER staff in providing the excellent care to patients, families and friends by providing more personal and individualized care for patients, families and friends.  

· Minimize anxiety and boredom by providing emotional support and meeting physical needs of patients and their family and friends.

· Address comfort needs of the patients family and friends in a prompt and courteous manner.   

· Serve as a customer service liaison for Emergency Department staff to promote patient satisfaction.  

· Expedite care by performing routine tasks that support the ER staff.

Hours:  Monday – Sunday 12 am – 12 pm
Training:

· Completion of Hospital Orientation.

· Completion of ER Orientation.

· Completion of Vital Sign Orientation.

· Completion of Department Orientation.

Competencies:
· Understand and follow directions.

· Work effectively with others.

· Recognize and respect multi-cultural needs of our patients and guests.

· Work with confidential information and records.

· Vital Sign proficiency.

Duties & Responsibilities:


· Report on time in your volunteer uniform (Uniform top, khaki pants, closed toe shoes with socks and rubber sole) and issued identification badge; 

· Sign-in at Auxiliary room and report to the Emergency Room.

· Inform charge nurse that you are on duty.

· Sign in on the ER volunteer binder and check to see if another volunteer is on duty.  If another volunteer is there, coordinate duties/rounding. 

· Know the layout of ED.  

· Round on patients every hour (coordinate with other volunteer on duty): 

· Provide excellent customer service to the ED patients, their families and friends, in the manner you would want to receive it and maintain strict confidentiality.

· Know how to access the PICIS system for patient census and charting comfort measures and tasks. 

· Use the ED Ambassador rounding tool to round hourly on all appropriate patients and families to serve as a customer service liaison (if another volunteer is on-duty coordinate rounding task).  Turn in your hourly rounding report for statistical documentation and impact reporting.  

· Address patient/families comfort needs in a prompt and courteous manner which may include: warm blankets, water, relaying concerns and pertinent information to the healthcare team.

· Complete rounding log sheet.

· Minimize anxiety and boredom by providing emotional support including listening, providing games/reading materials, guiding to available resources (such as cafeteria, ATM, other hospital locations)

· Complete non-clinical tasks to support the ED staff.  Performing routine tasks as guided by the ED staff expedites patient care.  Tasks include: 

· Cleaning rooms
· Restocking supplies

· Maintain stock in specimen trays

· Check pneumatic air tubes for items received 

· Restocking the nutrition/beverage areas

· Assisting with discharges

· Transporting lab specimens

· Understand and comply with the CHI St. Joseph Health’s infection prevention program.

· Take patient vital signs once an hour.

· Assist the ER Staff with maintaining a safe, orderly and professional work environment. 

· At end of your shift:

· Ensure you have charted all comfort measures in the patients chart.

· File rounding sheets in ER Volunteer box.

· Check to see if another volunteer is still on duty and complete shift hand-off with volunteer on what you have completed and what needs to be done.  

· Perform duties as requested.

Attendance & Absences:
The Emergency Department is often a fast paced, high demand department. Attendance is critical to this assignment.    

1. Please login in the Auxiliary room to record your attendance then proceed to the ER. 

2. Please arrive at your assignment location on time.

3. Excessive absences may result in the volunteer being dismissed from the program.

Qualifications & Experience:

1. Must be able to cope effectively with stressful situations and time constraints in addition to having the ability to remain calm in a crisis environment.

2. Be aware of body language and message your non-verbal’s send to others

· Varied eye contact

· Attentive body language = relaxed posture, leaned in slightly, absence of annoying fidgets, gestures

· Respectful, but close proximity

· Use minimal encouragers: head nods, small gestures, moving toward speaker

3. Ability to interact with all types of people and value the difference of all people.

4. Ability to determine and meet the needs of the customer while being sensitive and provide excellent customer service. 

5. Task and people oriented.

6. Must be aware of CHI St. Joseph Health’s services and recognize need for referral to services offered.

7. Self-driven, willing and able to act independently to exceed expectations of staff and customers.

8. Drive to develop, acquire and utilize new skills and knowledge to provide the healthcare we’d like our loved one to receive.

9. Must possess high integrity and maintain confidentiality. 

10. Will not share personal opinions, just the facts. 

11. Work collaboratively with others and without direct supervision.

12. Must be dependable.

13. Must be mature, cooperative, positive service oriented individual with effective communication skills and positive body language.

14. Must be able to walk/stand for three hour shifts.

15. Must be able to push a wheelchair.

16. Must have good manual dexterity.

17. Must have adequate hearing.

18. Must have clear speaking voice and ability to communicate clearly in English. Bilingual is helpful.

19. Must consider “age specific requirements” when dealing with patients, families and visitors.

20. Must practice infection control.  Repetitive hand hygiene, done in front of patients and visitors, is essential. 

21. Must adhere to the CHI St. Joseph Health’s Volunteer dress code.
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SJRHC Emergency Department

VOLUNTEER NAME: ___________________________________________________
_____ Define who they report to when on duty
_____Department Tour

· ER waiting area

· Express Care

· Storage Areas

· Disposal Area

· Blanket Warmer

· Pneumatic Tubes

· Printers (labs)

· Patient Monitor Board

· Charge Nurse’s Desk

_____ Volunteer has reviewed ER Training Packet

_____ Review Hourly Patient Rounding

· Rounding script

· Location of Rounding Log

· How to complete forms

· Use of PICIS system, charting comfort measures

· How to login to PICIS

_____Review Equipment Used – monitors, EKG, Sharps containers, etc.
_____ Review cleaning equipment 
_____ Review setting up room for next patient

_____Review checking rooms for supplies

_____ How to take patient vitals (complete competency form if able)

_____Review procedures on pneumatic tubes and printer-lab results

_____Review proper disposal procedures for medical waste vs. regular trash

_____ Review & demonstrate wheelchair procedures and how to transport patients
_____ Point out location of nearest fire alarm and extinguishers

_____Review department evacuation procedure

_____Point out location of :
Policy and Procedure Manual, Disaster Manual or Plan




MSDS Manual, Safety Manual, Code Cards

_____ Signing in and out (location of white binder, when computer down)

___________________________
____________________________
_________

Team Member Signature

 
Volunteer Signature


Date 

PLEASE RETURN FORM TO Volunteer Services by dropping off at Auxiliary Room or emailing it to Volunteer@st-joseph.org 
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Emergency Services Department

VOLUNTEER VITAL SIGN COMPETENCY

Examiner: Please initial each area

VITAL SIGNS



Meets Criteria            Does Not Meet Criteria

	States names and locations of different vital sign equipment and monitors with the ESD.
	
	

	Demonstrates proper placement of Blood Pressure Cuff and obtains an actual blood pressure.
	
	

	States normal limits for BP of different ages as set by ESD standards.
	
	

	States who and when to inform when an abnormal, or no, BP is obtained.
	
	

	Demonstrates different techniques and locations for obtaining pulse and respirations.
	
	

	States normal limits for pulse and respirations as set by ESD standards.
	
	

	States who and when to inform when an abnormal, or no, pulse or respiration is obtained.
	
	

	Demonstrates proper procedure for obtaining a temperature: 
	
	

	     A. Oral
	
	

	     B. Tympanic/Axilary
	
	

	States normal limits for temperature as set by the ESD standards.
	
	

	Demonstrates proper procedure and documentation for obtaining Orthostatics.
	
	

	Documents vital signs completely and without error.
	
	


________________________________
 


________

Name of Volunteer






Date

_________________________________________


__________

Examiner’s Name & Position





Date

PLEASE RETURN FORM TO AUXILIARY ROOM, PLACE IN THE WALL BASKET.  

Emergency Room

Volunteer Daily Duties
1. Sign in at the Information Desk, proceed to ER.

2. Sign in on the ER volunteer binder (blue binder and hourly rounding supplies are located across from ER room 6 behind a computer screen) and check to see if another volunteer is on duty.  If another volunteer is there, coordinate duties/rounding.  Check to see when last completed hourly rounding log has been turned in. 

3. Round on patients every hour (coordinate with other volunteer on duty): 

a. Get clipboard and ER Rounding Sheets

b. Sign-in to PICIS

i. Write down patient name and note on presenting problem

c. Ask Nurse if there is anyone that you should not visit

d. Round on appropriate patients to serve as customer service liaison.  

i. Script:  Hello, my name is _____.  I am an Emergency Room volunteer. My job is to make you and your family and friends time in the ER more comfortable.  Is there anything I can get for you? Is there anything you would like me to communicate to your nurse at this time? I check again later to see how you are doing. 

ii. Address patient/families comfort needs in a prompt and courteous manner which may include: warm blankets, water, relaying concerns and pertinent information to the healthcare team.

iii. Minimize anxiety and boredom by providing emotional support including listening, providing games/reading materials, guiding to available resources (such as cafeteria, ATM, other hospital locations)

e. Complete rounding log.

f. Chart comfort measures provided to patients in PICIS

g. Turn in your hourly rounding report for statistical documentation and impact reporting in designated volunteer area.  

4. Complete non-clinical tasks to support the ED staff.  Performing routine tasks as guided by the ED staff expedites patient care.  Tasks include: 

a. Cleaning rooms
b. Restocking supplies

c. Maintain stock in specimen trays

d. Check pneumatic air tubes for items received 

e. Restocking the nutrition/beverage areas

f. Assisting with discharges

g. Transporting lab specimens

5. Take patient vital signs once an hour.

6. Assist the ER Staff with maintaining a safe, orderly and professional work environment. 

7. At end of your shift:

a. Ensure you have charted all comfort measures in the patients chart (PICIS).

b. File all rounding sheets in ER Volunteer box.

c. Check to see if another volunteer is still on duty and complete shift hand-off with volunteer on what you have completed and what needs to be done.  

8. If Main ER is fully staffed with volunteers, check with ER Express if assistance is needed (open 11 am to 11 pm).

9. Perform duties as requested.

