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Information Desk
Location:
CHI St. Joseph Health Regional Hospital 


2801 Franciscan Drive, Bryan, TX 77802



Main Lobby Information Desk

Department Contact Information:

Who you report to:  Rosa Faz or desk staff person
Phone Number: 776-2479 or rfaz@st-joseph.org
Sign-in:  Information Desk (use the touch screen), 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.     
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Information Desk
Objective:  Greet guests, answer phones, escort guests to desired location, and provide excellent customer service.

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


· Demonstrates good verbal and written communication.
· Mature, positive, service-oriented individual.
· Ability to work closely with other members of the team.
· Physical ability to withstand sitting, standing, reaching and lifting.
· Good organizational and telephone 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 and records.

· Operating various office equipment (computer, phones, printers).

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.
· Understanding and following directions.

· Work effectively with others and without direct supervision.

· Answering phones, greeting guests, providing patient locating information, way-finding.

· Operating computer, phone, and printer.
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Information Desk Orientation Checklist 
VOLUNTEER NAME:  
_______________________________________
_____Introduction to team members

_____Review basic department functions

_____Point out location of nearest fire alarm and extinguishers

_____Review department evacuation procedure

_____Review basic volunteer duties in your department


__ How to log into computer


__Review of Meditech functions


__ How to print census list


__ How to use phone system


__How to answer the phone


__ Location of binders


· Phone lists/census lists

· Updates binder


__ How to access physician phone numbers


__ File drawers and locating information in files


__ Calendar to record when volunteers/staff will be out


__ Items left for pick-up


__ Gold Medallion meal tickets


__ Issuing badges for shadowing


__ Process for lab


__Checking in for MRI


__Checking in for Surgery


__ Pre-Registration for Surgery


__Checking in for imaging 


__Checking in for Cath Lab


__Checking in for Wound Care


__Diaylsis


__Heart Failure Clinic


__Mammography


__Coumadin Clinic


__ Escorting/giving directions


__ Locating the following:

· Restrooms

· Gift Shop

· Café – hours of café

· Cafeteria – hours of cafeteria

· Vending machines

· Telephone, payphones

· Purchasing newspapers

· Patient Registration (hours of operations main lobby, tower lobby, sending to ER with main/tower closed)

· Notaries (hospital notaries are only used for medical power of attorney)

· Advance Directives

· Spiritual Care

· Newspapers to Patients

· Social Work Services-Case Management (located on Tower 4 – go to nurses station to ask for them they are in a secure area and cannot be directly accessed by guests, they can assist with medication if the prescription was issued by SJRHC,  other issues are usually taken care of in discharge planning with patient) 

· Imaging

· Mammography

· Dialysis

· Heart Failure Clinic 

· Coumadin Clinic

· ER (how to access)

· Day Surgery/Tower/OR

· Lab

· Oncology

· Telemetry

· Telemetry CDU

· CCU (visiting hours & waiting room)

· Tower 3 (Surgery/Orthopedics

· Tower 4 (Medical)

· Learning & Development (daily schedule)

· Education Rooms

· Wound Care

· Pharmacy

· House Supervisor

· PBX

· Security (how to contact through operator if not an emergency, what they do)

· Cart Drivers (hours, how to contact)

· Rehab (location, what is there)

· POB (professional Office Building)

· Mammography

· Physician Offices

· Medical Staff Services

· College Station Offices

_____Review confidentiality

· What to say when someone asks for sex of baby

· If a patient is listed as deceased

· How to help someone when they don’t know the complete name of patient

_____Review use of surgery tracking system

_____Review wheelchair procedures 

___________________________
____________________________
_________

Team Member Signature

 Volunteer Signature


Date

Return form to the Volunteer Services Auxiliary Office.  
