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Emergency Room 

(College Station) 

Location:
CHI St. Joseph Health Emergency & Diagnostic Center

4411 South State Highway 6, College Station 

Located on the corner of William D. Fitch (Hwy 40) and Hwy 6 behind St. Joseph Express
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Department Contact Information:


Report to:  
Charge Nurse


Phone:  
979.731.5063 
Sign-in:
Volunteer Computer, behind registration area. Remember your PIN number is your home or cell phone WITHOUT the area code.  
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Parking is located in the rear of the building.  When you begin your first shift, your badge will give you access to enter through these doors. 
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Department Orientation Checklist:  Included in this packet. Will be completed on first shift with a nurse or tech.

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

1. 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.

2. 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.

3. 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: 

4. Your identification badge will be delivered to the ER-College Station for you to pick up on your first day.  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.     
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Emergency Room (College Station) 
Objective:  To assist patient care staff with direct patient care.  Provide comfort and compassion to patients and their family members.

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


· Demonstrates ability to communicate and listen well.
· Ability to take initiative and be flexible assuming differing roles as needed to provide comfort for patients and guests.
· Mature, positive, service-oriented individual.
· Ability to work closely with other members of the team.
· Physical ability to withstand sitting, standing, reaching and lifting.
· Bilingual skills are helpful.
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.

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.

· Inform charge nurse that you are on duty.

· Introduce yourself to patients and family members.  Tell patients you are there to provide assistance to the nurses and doctors and to please ask if they need anything.

· Familiarize yourself with the patient board.

· Take patient vital signs once an hour and record on patient board.

· Stock supplies, set up rooms.

· Observe procedures.

· Check air tubes for items received.

· See Daily Duties list for all responsibilities.
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Department Orientation Checklist -Emergency Services College Station
VOLUNTEER NAME: _____________________________________________________
      _____ Signing in and out (location of white binder, when computer down)
_____ Badge Access, how to use badge, where to park

_____Define who they report to when on duty
_____Department/Building tour 

· Imaging & Diagnostic Center

· Patient Registration Area

· Waiting Room

· Public Restrooms

· Changing areas

· Imaging

· Lab

· Emergency Center

· Waiting Area

· Registration

· Nurses Station

· Storage Area

· Sharps storage

· Disposal Area

· Blanket warmer

· Linen disposal

· Patient board

· Printers 

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

_____Review checking rooms for supplies/Sharps

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

_____Review proper disposal procedures for medical waste vs. regular trash

_____ Review wheelchair procedures

_____ Review providing assistance to Outpatient Registration and ER Registration

_____ Review stocking water cooler in waiting room

_____ 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

__________________________
____________________________
_________

Team Member Signature

 
Volunteer Signature


Date 

PLEASE RETURN FORM BY FAX: 776-5330 OR INTEROFFICE MAIL TO: VOLUNTEER SERVICES UPON COMPLETION
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Emergency Services Department (College Station)

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

UPON COMPLETIO, PLEASE RETURN FORM VIA EMAIL TO VOLUNTEER SERVICES Volunteer@st-joseph.org
Emergency Room

College Station

Volunteer Daily Checklist

1. Review Patient Board …………………………………………………………………………
□
2. Stock rooms – see Stocking Checklist ………………………………………………………
□
3.  Set up rooms……………………………………………………………………………………
□

a. Strip linen

b. Remove trash

c. Untangle and clean leads on monitors/stickers on leads

d. Connect pulse ox

e. Blood pressure cuff

f. EKG and monitors are plugged in

g. Remove & dispose of urine

4.
Take patient vitals …………………………………………………………………………….
□

5.  Check pneumatic tubes …………………. ………………………………………………….. 
□

6.  Check printers …………………………………………………………………………………
□
7.  Visit with patients and families ………………………………………………………………
□

8.  Stock water cooler in waiting room …………………………………………………………
□

9.
Check in Outpatient Registration……………………………………………………………
□  

College Station ER Stocking Checklist

Cabinet A (Single Upper):

1A–Top Shelf

tincture of benzoin (1)

bottle of betasept(1)

 
2A – Middle Shelf

sterile water 1000ml(3)

normal saline 500 ml(3)

hydrogen peroxide (2)

rubbing alcohol(2)

betadine (6)

 
3A – Bottom Shelf

kerlex large (1)

kerlex small (5)

guaze2x2 (1) 

sleeve

guaze4x4 (3) 

Cabinet B (Double Upper):

1 B—Top Shelf

oxygen masks (4)

BIN[restraints (1)}

BIN[oxygen masks adult (4), oxygen non-rebreather masks (4)]

oxygen pediatric masks (2)

2 B—Middle Shelf

polysorb bottle(2)

emesis basin (2)

denture cups/tops (2)

measuring cups (4)

sterile specimen cups (2) 

BIN [syringes-1cc/3cc (fill)]

BIN[syringes-10 cc/20cc (fill)]

oxygen cannula pediatric (2)

3 B—Bottom Shelf

BIN[blood pressure cuffs (2 large, 5 medium, 3 small, 2 child, 1 infant) 

BIN [EKG stickies-fill bin]

BIN [pulse oximetry sensors (5 blue/adult, 3 purple/large, 3 orange/infant, 3 red/pedi, 3 neonatal)] 

oxygen cannula adult (4)
Drawers C, D, E, F

C—Top Drawer—FILL ALL BINS

{alcohol wipes, chlorprep applicators, 2x2 guaze} {tongue depressors} 

sterile cotton tipped applicators-front {clear link caps} {lubricant packs} {nail polish removal swabs},

culture swabs (5), tegadem dressing (1)

tape-2-3 rolls of each-brown fabric, paper, clear, white fabric

D—Second Drawer

sterile gloves-3 pairs of multiple sizes 6-8.5, shielded masks (2)

E—Third Drawer

blue (chux ) pads (pkg or 3-5), female peri pads (2), bottle body wash (1), briefs (adult diapers2), pkg. wipes

F—Bottom Drawer

plastic clothing bags (2-3), BIN [urine specimen cups (fill bin)], female catheter kits (3), urinals (2)
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