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Welcome to CHI St. Joseph Health’s Volunteer Team! 

 

We are excited that you are part of our team! Our office has over 1,000 volunteers who give 

their time and talents to CHI St. Joseph Health each year.  We hope that your experience will be 

rewarding and enjoyable. 

 

We encourage you to take the time to carefully read this Volunteer Handbook.  It will serve as a 

reference guide to our policies and procedures and will be a benefit to your safety and the 

safety of those with whom you will work. 

 

Once again, we welcome you aboard and look forward to working with you in the Volunteer 

Services Department.   We hope that your decision to serve will see you coming back year after 

year.   If there is ever anything we can do to assist you, please do not hesitate to e-mail us at 

volunteer@st-joseph.org or call at 979.776.2917 

 

 

 

 

Sincerely, 

 

Cara Charanza, CAVS 

Director 

 

and 

 

Toria Henderson 

Coordinator 
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Meet our Team 

Director: Cara Charanza 

Coordinator: Toria Henderson 

 

• Office hours are Monday – Friday 8:30 am – 5:00 pm.  

• Toria is the coordinator and her office is located in the Auxiliary room, first floor of 

main hospital.   

• E-mail correspondence works best as we both have access to this e-mail: 

volunteer@st-joseph.org 

• Additionally the staff at the information desk works under the Volunteer Services 

Director and may be able to provide some assistance. 

• Our department provides volunteers to the following Bryan/College Station 

locations: CHI St. Joseph Health Regional Hospital, CHI St. Joseph Rehabilitation 

Center, CHI St. Joseph Cancer Center, CHI St. Joseph Manor, CHI St. Joseph Express , 

CHI St. Joseph Emergency Center (College Station), CHI St. Joseph Health Sports 

Medicine, and CHI St. Joseph Physical Therapy College Station. 

 

CHI St. Joseph Health System  
 

The mission of Catholic Health Initiatives is to nurture the healing ministry of the Church, 

supported by education and research. Fidelity to the Gospel urges us to emphasize human 

dignity and social justice as we create healthier communities.  

 

Our vision is to live up to our name as one CHI  

Catholic: Living our mission and core values 

Health: Improving the health of the people and communities we serve  

Initiatives: Pioneering models and systems of care to enhance care delivery 

Reverence: Profound respect and awe for all of creation, the foundation that shapes 

spirituality, our relationships with others and our journey to God.  

Integrity: Moral wholeness, soundness, fidelity, trust, truthfulness in all we do. 

Compassion: Solidarity with one another, capacity to enter into one another’s joy 

and sorrow.  

Excellence: Preeminent performance, becoming the benchmark, putting forth our 

personal and professional best. 

What You Can Expect From Us 

• Receive clear and specific service description. 

• Be assigned appropriate assignments, according to skill, interests, availability, and 

training. 

• Be trusted with confidential information that will help carry out assignments. 
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• Be given appropriate expressions of appreciation and recognition. 

• Receive orientation, training, and supervision for the jobs they accept. 

• Expect that your time will not be wasted by lack of planning, coordination and 

cooperation within the hospital. 

• Expect that volunteer records will be kept documenting positions held, training, 

evaluations and hours. 

• Be treated as a fellow team member who contributes to St. Joseph through your 

volunteer work. 

• Have all things done in a spirit of friendliness and cooperation so CHI St. Joseph 

Health will continue to be known as “a great place to volunteer!” 

What We Expect From You 

Volunteers play an important and intricate role here at St. Joseph.   In all capacities, 

volunteers have made the commitment to give their time and care in order to make the 

hospital community seem more inviting and friendly.   This important commitment helps to 

enrich patients, their families and the CHI St. Joseph Health Difference. 

 

Additionally, volunteers are rewarded by the relationships they have the opportunity to 

foster with patients, faculty, staff and fellow volunteers.   Thus, in giving of their time, 

volunteers receive valuable leadership skills, patient care skills and various other abilities 

paramount in the life of health care. 

 

As we continue to expand our volunteer community, the Volunteer Services Department, 

has certain expectations of our volunteers: 

 

• Your first responsibility is to know your own duties and how to do them correctly 

and pleasantly. 

• Be a self-starter.  Volunteer Services oversees a large group of volunteers with only 

minimal staff. We rely on volunteers to be proactive in engaging with their assigned 

department to become competent on their duties.   

• Cooperate with staff and your fellow volunteers and maintain a good team attitude. 

• Accept opportunities for personal development that are offered to you. 

• Voice your opinion and contribute suggestions to improve the quality of CHI St. 

Joseph Health Regional Hospital. 

• You will attend and/or complete online all training sessions and health screenings 

scheduled for you. 

o Initial Hospital and Volunteer Orientation (online education) 

o Initial TB testing (2 TB tests completed at least 7 days apart) 

o Influenza immunization is required when you volunteer between October 

through March 31st each year 

o Completion of annual Reorientation, TB screening, and Influenza 

immunization (if between October – March) 
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• Sign in and out each time you volunteer. 

• Inform your assignment supervisor as soon as possible of any planned absence or 

lateness. 

• Wear both your volunteer uniform and your ID badge at all times. 

• Keep all information confidential concerning patients. 

• Report to duty on time. 

• Provide feedback to Volunteer Services to help us continually improve. 

• Remember, you help create the healthful, pleasant, and safe volunteering conditions 

that CHI St. Joseph Health intends for you.  We need your help in making each 

volunteering day enjoyable and rewarding. 

Your Commitment 

Here at CHI St. Joseph’s we have three different categories of volunteers.  Essentially, they 

all have the same responsibilities but have different commitments. 

 

We ask our Auxiliary & Adult (non-student) volunteers to commit to a minimum of 6 

months of service with one regularly scheduled shift of 3 hours once per week.  If you have 

more than absences in a three month period, it may result in removal or change in 

assignment and possible termination from the program.  We understand that situations 

come up so we are happy to work with each volunteer to accommodate their 

circumstances.  It is your responsibility to communicate with Volunteer Services if you have 

extenuating circumstances. 

 

Our College volunteers are asked to commit to at least one semester (35 hours for 

spring/fall and 27 hours for the summer).  One regularly scheduled shift consists of 3 hours 

once per week.  If you have more than 3 absences in a semester it may result in removal or 

change in assignment and possible termination from the program.  We understand that 

situations come up so we are happy to work with each volunteer to accommodate their 

circumstances.  It is your responsibility to communicate with Volunteer Services if you have 

extenuating circumstances. 

 

Our Teen volunteers program (14-17 years old) is a summer only program.   Our teen 

program may change on a yearly basis, but generally it is an 8 week program where teens 

may volunteer for 1 to 5 weekly shifts of 3-4 hours.   

 

** Some assignments may require longer hourly shifts. 

Our Programs 

Volunteer Services has several groups of volunteers: 

Auxiliary are adult men and women who donate not only their time in departments 

throughout the hospital, but also give a generous financial donation to CHI St. 

Joseph Health each year through money raised from the gift shop and various 
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fundraising projects.  Volunteers that are a part of our Nightingale RN volunteers 

and Caring Canine Pet Therapy program are automatically members of the Auxiliary.   

The Auxiliary also has several social functions each year, like the Awards Banquet, 

Christmas party, and more. 

 

College are adult men and women (18 years minimum), many from Texas A&M and 

Blinn, who volunteer for educational goals and work experience.  Generally, college 

volunteers are accepted for orientation three times per year for fall, spring or 

summer semester placement.  College volunteers must serve about 30-35 hours per 

semester or 3 hours per week.  College volunteers that successfully complete a 

semester of service are invited to return for subsequent semesters. 

 

Therapy program is designed specifically for adult students seeking 

observation/shadowing hours in physical, occupational or speech therapy.  

 

Nightingale is an RN program for retired or inactive nurses who would like to use 

their professional expertise by providing compassionate care to patients and their 

families.  

 

Caring Canines is our pet therapy program for adults who have a dog that has 

passed an animal screening required for pet therapy/visitation programs.   

 

Teen Partners is a summer (only) volunteer program for youth age 14 – 17 years.  

Applications are available in February each year on our website and are due by April 

15. 

 

Friends of CHI St. Joseph Manor is a program for individuals or group members 

interested in helping with games, visitation and activities at our Manor (long-term 

care) facility in Bryan.  

 

Friends of CHI St. Joseph Health are individuals or groups who are not available on 

an ongoing basis but would still like to contribute to our healing ministry.   Their 

contributions include the following: 

� Adopt a nursing unit and commit to a special project for the patients. 

� Make tray favors (small items that are placed on patient food trays) which 

help brighten a patient’s day. 

� Make cards for our patients. 

� Donate magazines (less than 1 year old) by dropping them off at the 

information desk in the main lobby. 

� Donate prayer blankets for patients. 

� Donate baby hats or baby blankets. 
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Benefits 

We can never thank you enough for your generosity in giving your time and talents to St. 

Joseph, but we do provide the following benefits to our volunteers: 

 

• Training and learning opportunities 

• Documentation of training and hours served 

• Free snack and drink in cafeteria or café while on duty and serving a 

minimum of three consecutive hours (bag of chips, fruit, yogurt dessert and 

coffee, fountain drink) up to $4.00.   You must present badge to the cashier 

in the Café or Cafeteria, ask for the employee discount, and sign the cash 

register receipt.   Any charges over $4.00 are your responsibility. 

• Free flu vaccinations and yearly TB testing 

• Reduced rate for employee classes (inquire with Learning & Development 

Department or Healthy Communities Department) 

• Employee discount on all food purchases 

• Invitation to Monthly Birthday Luncheon on the month of your birthday 

• Invitation to all CHI St. Joseph Health Team Member events 

 

**Auxiliary members have additional benefit: 

• 20% discount in Gift Shop 

• Recognition for service at annual awards banquet held in April 

• Annual one-day trip or event 

• Annual Christmas Party 

 

Policies & Procedures 

Attendance 

You play a vital role in the life of this hospital.   Staff and faculty will come to depend on you 

as they do their work.   Thus, your punctual attendance is extraordinarily important.   

Recording your attendance is vital to our program for both legal and functional purposes.  

CHI St. Joseph Health Regional Hospital, CHI St. Joseph Health Rehabilitation Center, and 

CHI St. Joseph Emergency Center in College Station have touch screen computers available 

for you to sign in and out.  Other facilities have time sheets to record your volunteer hours.  

Volunteers are required to sign in and out each time they volunteer.   If you know you will 

be unable to attend your shift, please contact the person for your assigned volunteer area. 
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Absences & Tardiness 

The positions volunteers fill are critical to this organization.  In some instances, if you fail to 

show up, we are unable to offer services to our patients and guests.  If you are unable to 

report to volunteer, or if you will arrive late, please contact the department or staff 

member you are assigned to immediately.  Give him or her as much time as possible to 

arrange for someone else to cover your position.  Excessive absences may be cause for 

termination.  If a volunteer plans to be absent for more than 3 consecutive weeks, you must 

notify your department along with Volunteer Services.  If you are ill, for your own safety and 

that of our patients, please do not volunteer.  Contact the department you are assigned to 

immediately to let them know.  Department numbers will be given to you at your scheduled 

orientation or call CHI St. Joseph Health 24 hour operator at 979.776.3777 

 

Leave of Absence: 

• Volunteers who will be absent from 6 weeks up to 9 months should request a leave 

of absence by contacting Volunteer Services.  When the volunteer is ready to return 

to volunteer duty, the volunteer should contact volunteer services for scheduling.  

We will not be able to guarantee that the volunteer will be placed at the same 

position and/or time that the volunteer held prior to taking a leave of absence. 

Background Screening 

In order to ensure a safe environment, all volunteers will be required to submit to a criminal 

background check before beginning their volunteer duties.  Individuals who refuse to 

comply with this request will not be accepted as a volunteer.   When you complete your 

online application, the background section requires you to check off that you consent to a 

background check.   Periodic ongoing checks are done by CHI St. Joseph Health System to 

ensure ongoing compliance. 

Behavior Standards 

Our Behavior Standards guide our daily activities and strengthen our processes. They 

are the way we live out our values as we complete our daily work responsibilities. 

The standards serve as a constant reminder to our staff of who we are and what we 

do, and they are the foundation for continued learning and development.  

 

  

Integrity:  Strong values. Every day.  

We always do what is right, making our decisions based on honesty, compliance to 

laws and regulations, high ethical standards, and our core values. 

 

Teamwork:  Many people. One goal.  
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We work together, motivating and inspiring each other to accomplish shared goals 

as we deliver excellent care and service. 

 

Communicate:  Actively listen. Speak up.  

We provide timely, accurate and honest information, while using tools and 

processes (such as AIDET, HEAR and SBAR) to assure effective communication. 

 

Safety: Each Patient. Every Time.  

We promote and practice safety in everything we do, by following policies and 

procedures to provide safe care and create a safe environment.  

 

Improvement: Good today. Great tomorrow.  

We train and encourage staff to identify ways in which processes can be measurably 

improved and performance excellence can be achieved. 

 

Customer Key Requirements: Convenience. Service. Quality. 

Easy, convenient access to information, resources and care.  Providing compassion 

and reverence to each customer, patient and guest. Strong adherence to evidenced-

based practices and safety measures.   

 

 

I WILL … 

� I will respect the life and death of each patient as a unique expression of God’s 

creation. 

� I will provide each patient with an exceptional experience. 

� I will provide service with a smile. 

� I will greet visitors, patients and Team Members politely. 

� I will exemplify professionalism and follow the dress code, wearing my ID badge 

appropriately. 

� I will generously praise the people I work with, thanking them verbally and in 

writing. 

� I will communicate directly with my Team Members when problems arise. 

� I will consider the needs of my Team Members, customers, patients and 

residents, their families and physicians. 

� I will keep all patient information confidential, shared only on a need to know 

basis and only in a private area. 

� I will knock and receive permission before entering a patient or resident room. 

� I will close curtains or doors during exams or procedures. 

� I will respect diverse cultures and religious beliefs. 

� I will be fair, truthful and honest. 

 

I Will NOT … 

� Violate patient privacy - abiding by our Privacy Policy, including the protection of 

confidential passwords and other access information 
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� Use disrespectful language or behavior to others regarding race, creed, color, 

gender, sexual orientation, religion, handicap, veteran status or socio-economic 

status 

� Allow yelling, outbursts or any form of intimidation toward anyone 

� Express harsh criticism or engage in gossip 

� Engage in any form of harassment or discrimination of Team Members 

� Be preoccupied with activities that take me away from my work (i.e., take 

personal phone calls, work on personal matters) 

 

AIDET is a framework for consistent communication that helps reduce anxiety and 

build trust.  AIDET stands for: 

 

Acknowledge – immediate, ask permission, greet by name, cheerful 

Introduce –  Your name, department 

Describe –  What you will do and when, provide specific timeframe and/or  

  follow-up regularly 

Explain –  What to expect, in terms they understand, verbal and written,  

  verify understanding 

Thank –  “Thank you for allowing me to care for you!” 

 

 

Confidentiality 

We have a sacred trust and moral and legal obligation to our patients to maintain their 

confidentiality and respect their privacy.  Every patient at CHI St. Joseph Health has the right 

to confidentiality.   But at the same time, every volunteer must use his or her best 

judgment.  If you are aware of a patient issue that requires immediate help, please inform 

your assignment supervisor. 

 

• As you work with the staff or in the course of your volunteer duties, information 

of a confidential matter may be shared with you.  You must not share this 

information with anyone who does not have a professional right or need to 

know. 

• No one is permitted to remove or make copies of any CHI St. Joseph Health 

records, reports, or documents. 

• Release of confidential information to unauthorized persons can result in 

dismissal from our volunteer program, and could involve you in legal 

proceedings. 

 

Patient Privacy 

• We live in an information age.  There is more information accessible to an 

individual than ever before.  And that availability only increases with our access 
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to more advanced technology.  BUT . . . patients have a right to control who has 

access to their personal and private health information.  This includes 

communications with or about their health information and patients must be 

assured that it will remain private and limited to those who need the 

information for treatment, payment, and healthcare operations. 

• Only people with an authorized “need to know” will have access to the protected 

information. 

• What does this mean to you? Ask yourself this question – do I need to know this 

to do my job? 

• If the answer is “no,” don’t look at it. 

• If the answer is “yes,” use the information appropriately and 

protect it. 

• With the enactment of the Health Insurance Portability and Accountability Act of 

1996 (HIPAA), a patient’s right to have his or her health information kept private 

and secure became more than just an ethical obligation between healthcare 

professionals – it is now the law. 

• The U.S. Department of Health and Human Services will enforce HIPAA.  Civil 

penalties may include: fines up to $100 for each violation of the law per person, 

up to (but not to exceed) $25,000 for each identical requirement or prohibition.   

Penalties may also include jail time. 

• There could also be criminal penalties for wrongful disclosure.  These penalties 

increase as the severity of the offense increases. 

 

Examples of privacy protection include: 

• Patient care or discussion of care is kept private by closing room doors, 

drawing privacy curtains, or using unit conference rooms; 

• Medical records are not left where others can see them or gain access to 

them; 

• All test results are kept private; 

• Patient records and information are out of public access or viewing.   

Remember anything, like an address, license plate or account number that 

ties information to a patient’s name, is protected; 

• Paper records are shredded when no longer needed; 

• Electronic records are kept secure and your facility monitors who gains 

access to those records. 

When can confidential information be released? 

• The hospital or provider reports information to coroners and funeral 

directors when a patient dies. 

• Providers must report cases of suspicious deaths or certain suspected crime 

victims. 

• Courts have the right to order providers to release patient information. 

• Police have the right to request certain information about patients to 

determine whether they are suspects in a criminal investigation. 
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• State mandates regarding healthcare providers reporting suspected 

child abuse or domestic violence to law enforcement officers 

• Food and Drug Administration (FDA) requires providers to report information 

about medical devices that break or malfunction. 

• Providers are required to report specific communicable diseases to state 

health agencies even if the patient does not want the information reported. 

• You and other employees are encouraged to report violations or suspected 

violations to your facility’s privacy officer or supervisor. 

• You may report abuses anonymously but always follow the procedures in 

your privacy policy. 

 

 

If you have any questions regarding what to do or not to do with patient 

information or possible violations, ask your supervisor or privacy officer. 

Dress Code 

CHI St. Joseph Health volunteers, like employees, represent the organization to patients, 

guests, other employees, and the public.  A professional appearance conveys a feeling of 

confidence and respect to patients and other guests.  Volunteers are expected to use good 

judgment in regard to their personal appearance.  Cleanliness and good hygiene are 

expected of all staff.  Clothing and/or accessories that are extreme in style or may be 

distracting to others are not appropriate for the workplace.   General guidelines to follow 

are: 

 

• Perfumes: Our patients can be very sensitive to smells so perfumes should be kept 

to a minimum or none at all. 

• Tattoos: CHI St. Joseph Health strongly discourages visible tattoos.   Visible tattoos 

with profanity, nudity or gang-related symbols are not permitted and must always 

be covered by clothing, approved gloves, natural-appearing makeup, or bandages. 

• Shoes: rubber soled shoes.  Athletic shoes are preferred for comfort and safety. 

• Body piercing: Jewelry may not be worn in any visible body piercing with the 

exception of up to two earrings worn in the ear lobe.  Covering visible body piercing 

with bandages or any other means is not permitted. 

• Eyewear: No sunglasses or glasses with colored tinting may be worn inside the 

facility. 

• Logos that advertise any product, service or company other than CHI St. Joseph 

Health are not permitted. 

• Nails:  Must be kept clean and of reasonable length based upon nature of the job.  

Artificial nails are prohibited for infection control reasons in all patient care areas.  

Extremely bold or bright colors such as neon, greens, blues, gold, silver or blacks are 

not permitted.  No stenciling or glitter is permitted on nails. 

• Jewelry and Accessories should be worn in moderation, should not distract from a 

professional image, and should be in keeping with departmental safety standards.  
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Hats are not acceptable in the workplace, except as required by weather, uniform, 

or safety requirements.  Accessories that are related to religious or cultural 

reference may be given appropriate consideration based upon the nature of the job. 

• Safety and Regulatory Standards: Clothing, jewelry and accessories must not pose a 

safety or infection control hazard.  All OSHA and other regulatory standards 

regarding safety and infection control must be followed. 

 

Uniforms: 

Auxiliary: 

• Women- Navy jacket or vest (provided) 

• Men- Navy polo shirt or vest (provided) 

• Shirt- wear a white or ivory top 

• Pants/Skirt- khaki, white, gray, or navy (no jeans, no shorts, no leggings) 

• Closed-toe, rubber soled shoes preferred.   Open toed shoes are permitted in 

office and non-patient care areas only. 

• Volunteers who are providing patient care are restricted to long pants or 

skirts with socks or hose. 

• Nightingales RN Volunteer Program – volunteers will wear provided navy CHI 

St. Joseph Health scrub top and khaki scrub pants. 

 

Adult/ College: 

• Navy Volunteer Logo Polo Shirt (purchased from Volunteer Services at 

scheduled orientation $20) 

• Khaki pants (no crop pants, denim, leggings or shorts) 

• Undershirts (long sleeve) may be worn under the polo in white, grey, or 

matching navy colors. 

• Any jackets over polo shirts must not have any other business logo on them 

and should coordinate. 

 

Teens (summer only) 

• Volunteen t-shirt 

• Khaki pants (no crop pants, denim, leggings or shorts) 

 

Shoes: 

All volunteers in clinical areas must wear closed toe shoes with a rubber sole 

(athletic type shoes are preferred) with socks or hose.  Volunteers in non-clinical 

areas may wear open-toed shoes. 

 

Uniform Exceptions: 

Volunteers placed in the Cath Lab or Sterile Prep must wear scrubs.  Scrubs may 

be any color but should not have another company/organization’s logo.   

Volunteers in these assigned areas are responsible for purchasing their own 

scrubs. 
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Expense Reimbursement 

You must have the Volunteer Department or Auxiliary written or verbal authorization prior 

to incurring an expense (if a purchase is on their behalf).   To be reimbursed for all 

authorized expenses, you must submit an expense report of your purchases, reason for 

purchase and attach the receipts.   Please submit to Director of Volunteer Services. 

Feedback 

An efficient, successful operation and satisfied volunteers go hand in hand.  Volunteer 

grievances are a concern to St. Joseph, regardless of whether the problems are large or 

small. 

 

In order to provide prompt and efficient evaluation of, and response to, grievances, CHI St. 

Joseph Health Volunteer Services has established a Feedback Procedure for all volunteers.   

It will always be our policy to give full consideration to every volunteer’s opinion.  There will 

be no discrimination against or toward anyone for his or her part in presenting grievances. 

 

Under this procedure, a grievance is defined as any event, condition, rule or practice which 

the volunteer believes violates his or her civil rights, treats him or her unfairly, or causes 

him or her any degree of unpleasantness or unhappiness on the job.  A grievance may also 

deal with an attitude, a statement, or an opinion held by a staff member or volunteer. 

 

Feedback Procedure: 

1. Address Volunteer Coordinator first. 

If you feel that any volunteer condition, policy, practice, or action by CHI St. Joseph 

Health is unjust, you should tell you Volunteer Coordinator about it and discuss the 

matter confidentially and in private.  Please refrain from discussing matters with 

fellow volunteers prior to seeking a resolution.   If for some reason you are unable 

to reach a satisfactory conclusion, please proceed to next step. 

 

2. Meet with Volunteer Services Director. 

The Volunteer Services Director will review the grievance and ask you to meet with 

her.  At this meeting, you should feel free to openly discuss your complaint and 

substantiate your reasons for feeling the way you do.   In most cases, the matter 

will usually be resolved at this stage. 

 

3. Meet with Vice President of Human Resources. 

Following the meeting with the Volunteer Services Director, if you are still 

displeased with the decision rendered, you should bring the problem directly to 

the Vice President of Human Resources by contacting him or her for an 

appointment.  The problem will be discussed with all concerned and a final 
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decision rendered.   The Vice President’s decision will be binding on all.   The sole 

purpose of this Feedback Procedure is to give each volunteer and CHI St. Joseph 

Health a chance to clear up any problem, complaint, friction or grievance. 

Gifts, Tips, & Soliciting 

Do not accept any tips or gifts from patients or guests.  We do not want to create an 

atmosphere where our patients or guests feel obligated to reward CHI St. Joseph Health 

staff and volunteers for doing their job. 

 

Also, you may not promote or solicit your own business enterprise, political agenda or 

religious beliefs while volunteering.  Solicitation for a private charity is also prohibited. 

Harassment 

CHI St. Joseph Health intends to provide a volunteer environment that is pleasant, healthful, 

comfortable and free from intimidation, hostility or other offenses, which might interfere 

with volunteer performance.   Harassment of any sort – verbal, physical, and visual – will 

not be tolerated.  Harassment can take many forms.  It may be, but is not limited to: words, 

signs, jokes, pranks, intimidation, physical contact, or violence. 

 

CHI St. Joseph Health will not tolerate any unwelcome sexual advances, requests for sexual 

favors, or other verbal or physical contact of sexual nature when such conduct creates an 

intimidating environment and prevents an individual from effectively performing the duties 

of their position, or when such conduct is made in a condition of volunteering, either 

implicitly or explicitly.  Follow the guidelines in the Feedback section (above) to report 

harassment. 

Identification Badges 

All staff/volunteers are required to wear their ID badge at all times when on duty.  Your 

badge should be placed on your upper chest area and clearly visible.   Badges may also be 

placed on lanyards to be worn around your neck.  Lanyards should not advertise or promote 

another business, product or organization.  Buttons or stickers are not permitted on badges 

unless sanctioned by CHI St. Joseph Health.   If you do not have your badge, you will NOT be 

able to volunteer. 

 

Your picture will be taken at your scheduled orientation and usually provided at that time.  

If we are unable to process your ID badge, you will be notified when your badge will be 

ready for pick up at the Information Desk.   The information desk is located in the main 

lobby of CHI St. Joseph Health and is open Monday – Friday 8 am – 6:30 pm. 

 

Some volunteers require badge access to certain areas based on their assignment.  

Volunteer Services provides authorization to the Security department who will issue access.   

If your badge does not give you the access you need, please e-mail Volunteer Services at  
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volunteer@st-joseph.org or call 776.2917 to report the problem.   You can also report 

badge issues to the Information Desk and they will fill out the proper form to make 

corrections. 

Influenza Immunization 

Due to state and federal health guidelines that take effect for all healthcare workers 

between October 1st and March 31st yearly, CHI St. Joseph Health requires you to receive an 

influenza vaccination and will provide this free of charge through a special clinic or through 

our Express Clinics.  You will be notified of these clinic times and locations in 

September/October each year.  After October, CHI St. Joseph Health Express in Bryan & 

College Station will provide influenza vaccinations.  You must have your badge with you.  If 

you have a medical exemption, you will need to have your physician complete some 

paperwork and you will be required to wear a surgical mask while volunteering in all of our 

facilities;  masks will be required if you are not vaccinated for the flu from October-March 

31st yearly.   Please note that once you receive your influenza vaccination from one of our 

clinics, a sticker will be placed on your badge so that staff members know you are 

compliant. 

 

If you receive your influenza vaccination from another provider, you can provide proof to 

Volunteer Services to have a sticker placed on your badge. 

Injuries 

In the event of an injury to a patient or guest while you are on duty, you are to contact the 

Director and/or charge nurse in the area you volunteer and report to the Emergency Room 

if treatment is required.  The ER staff will assess the situation and ascertain if treatment is 

needed.  You are then to contact the Director of Volunteers or Employee Health 

Coordinator to complete an incident report the same day of the incident.   If you witness a 

fall or accident, please alert appropriate staff immediately. 

 

If you are injured while volunteering as a result of your duties or a patient, you will be taken 

to the ER (if needed) to be assessed and treated by CHI St. Joseph Health.  If you have 

insurance, they will file on it and cover any out of pocket expenses. 

 

If you become injured or are ill not as a result of your duties, you may still be taken to the 

ER (if needed) but you will be responsible for all charges. 

Paperwork (drop off procedure) 

If you need to turn in paperwork to Volunteer Services, please go to the Auxiliary Room 

located on the first floor of CHI St. Joseph Health Regional Hospital in Bryan.  Leave the 

paperwork in the wall basket under the clock.  Please make sure any paperwork turned in 

has your name legibly written.   If you are assigned to an offsite location, please interoffice 
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mail to Volunteer Services (a staff person can assist you with this process), e-mail to 

volunteer@st-joseph.org or fax to 979.776.2927. 

Parking 

Volunteers at CHI St. Joseph Health Regional Hospital locations need to park on levels four 

through six of the parking garage.  Please keep in mind that parking spaces in front of the 

main hospital are for patients and visitors only. 

 

The Auxiliary volunteers have designated parking available on the first floor of the garage.  

The spaces are marked “Auxiliary Reserved.” 

 

**Remember to lock your car every day and park within the specified areas.  Please do not 

leave valuables in your vehicle – lock them in your trunk. 

 

If you volunteer at our Rehabilitation facility or other off site location, please use the guest 

parking spaces or as designated by your assigned supervisor. 

 

***CHI St. Joseph Health does not assume any liability or any loss or damages you may 

sustain.  *** 

Position Descriptions & Checklists 

We maintain a position description and orientation checklist for every volunteer position at 

St. Joseph.   We periodically review these descriptions and checklists with the placement 

supervisors and update accordingly.   Before you begin a new position, you will be given a 

position description and department orientation checklist to review.   The department 

orientation checklist is what you have completed with your assigned staff person or 

designee when you first begin a new position.  This document helps ensure you are trained 

on your new position and is then returned to Volunteer Services to be placed in your file. 

Recording Your Volunteer Time 

It is vitally important for legal reasons that you sign in and out each time you volunteer.   To 

accomplish this we have touch screen computers and manual time logs available. 

 

Touch Screen computers are located in: 

• Auxiliary Room (1st floor main hospital) 

• Rehab Outpatient PT  

• CHI St. Joseph Health College Station ER (room behind patient registration 

area) 

If you volunteer where a touch screen computer is located and you forget to sign in 

or out, please record this in the time adjustment binder near the computer so your 

time can be manually adjusted. 
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Manual time logs are available for all other off site locations.   The time logs are faxed in at 

the beginning of each month to be manually entered. 

 

Below is a step by step on how to use the touch screen: 

 

Step 1: Enter your home phone number or cell phone number (no area code) then press 

“Continue.” 

 

 

 

 
 

Step 2:  If this is you, touch “Yes;” if it is not you, touch “No” and return to step 1. 
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Step 3: Touch your assignment; if you are not sure, touch “Not sure.” 

 

 

 

Step 4: If all information is correct touch “Yes;” if information is not correct, touch “No.” 

 

 
 

 

A screen will appear asking “OK?” Touch “OK” to finish task. 

 

• To sign out it is the same procedure; if you forget to sign out, the computer will 

automatically sign you out and credit you with three hours. 

• You will need to fill out a time adjustment next time you are in.  A Time 

Adjustment binder is located next to each computer.  Time adjustments are 

done once per month. 



19

 

 

Resignation 

Though we would hate to lose you, we understand that plans and commitments change.  If 

you need to resign your position, please notify us by e-mail or in writing that you are 

resigning and when your last day will be.  Please make arrangements to turn in your badge 

to the Volunteer Services office.  We can also make arrangements for you to mail your 

badge in. 

Requesting Documentation of Volunteer Hours, proof of TB and 

Influenza 

Volunteer Services can provide you the following: 

� Report documenting your volunteer hours/service 

� Letter of verification on your volunteer service history 

� Letter of TB testing results and influenza immunization. 

*You must be a volunteer in good standing in order to request these documents. 

 

We can only provide documentation of hours; we cannot provide letter of 

recommendation.  Letters of recommendation should be obtained from your assigned 

departments. 

 

You can request these documents by e-mailing volunteer@st-joseph.org and we will let you 

know when they will be available to pick up from the front desk.   Alternatively, you can 

request it be mailed, emailed or faxed to your desired location.  Please give us 3 to 5 days to 

process your request. 

 

Safety & Security 

Maintaining the security and safety of CHI St. Joseph Health is every volunteer and staff 

person’s responsibility.   Develop habits to insure safety and security as a matter of course. 

� Know the location of all alarms and fire extinguishers in your areas, and familiarize 

yourself with the proper procedure for using them (RACE/PASS). 

� Follow proper hand washing procedures and use personal protective equipment in 

all patient areas. 

� Always follow safety guidelines and insure others are following as well.  Please 

report any safety concerns to your assignment supervisor, Volunteer Coordinator or 

Director of Volunteer Services. 

� Bring minimum personal items with you when you come to volunteer.   A limited 

number of lockers are available in the Auxiliary Room.   Your assignments have very 

limited unsecured areas to keep personal belongings while working your shift.   If 

you secure your belongings in your vehicle, please lock in your trunk. 
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Scheduling Your Volunteer Time 

All volunteer scheduling is through Volunteer Services.   Scheduling is based on your 

preferences and availability listed on your application.  Every effort is made to honor your 

request.  Most volunteers give 3-4 hour shifts once per week.  Additional shifts may be 

available upon request.  If you need to update your availability, please do so as soon as 

possible.  Monthly schedules are sent out by our system to your e-mail address several days 

prior to each month.  You will begin your first volunteer shift after you have completed your 

orientation and will be scheduled on an on-going basis unless you inform us otherwise. 

Smoking 

CHI St. Joseph Health is a non-smoking facility.   If you smoke and you volunteer at the main 

campus, there is only one designated smoking area on the Memorial Drive side of the 

hospital.   All other areas that include our building, parking lots, and walkway areas are 

designated non-smoking. 

Termination 

CHI St. Joseph Health Regional Hospital Volunteer Services is an at-will agency and has the 

right to terminate a volunteer without cause but will always consider the cause leading to 

the termination.  In general, failure to adhere to policies of CHI St. Joseph Health is cause 

for immediate release.  Grounds for immediate dismissal may include, but are not limited 

to: 

• Gross misconduct or insubordination 

• Reporting for a volunteer assignment under the influence of alcohol or drugs 

• Theft of property or misuse of funds, equipment or materials 

• Misusing your CHI St. Joseph Health identification badge 

• Falsifying statements on an application or during the interview process 

• Illegal, violent or unsafe acts 

• Abuse or mistreatment of patients, staff or volunteers 

• Releasing confidential information 

• Excessive absences 

• Unwillingness to support and further the mission of CHI St. Joseph Health 

Tuberculosis (TB) Testing 

Due to state and federal health guidelines, before you can begin volunteering CHI St. Joseph 

Health requires a 2-step TB skin testing process.  TB skin tests are given in the forearm 

where a small amount of serum (tuberculin) is injected – you then wait 48-72 hours later to 

have the test read.  The initial process for all employees & volunteers is to have two TB skin 

tests at least 7 days apart.  So you will need to have one test, and then have it read 48-72 

hours later.  Return at least one week later (from the date of the 1st test) to have a second  
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test and return 48-72 hours later to have it read.  Then you are required to have 1 test per 

year thereafter.   

TB skin testing is provided free of charge by CHI St. Joseph Health at one of our CHI St. 

Joseph Health Express locations.  You may also obtain your own TB skin testing from an 

outside source and provide us with proof.   

You are required to complete your first TB skin test and provide results at your scheduled 

orientation.  Your 2nd test may be completed the following week.   

Here are the exceptions to the 2-step process: 

1. You have already had a TB test within the last 12 months--- the results of this skin 

test will count as test #1. Provide proof to Volunteer Services at your scheduled 

orientation and you will need to just have one more test to count as the 2nd step.   

2. You are unable to be tested for TB because you have tested positive before or you 

have lived overseas and had the BCG vaccine.  You will need to: 

a. Provide a copy of a chest x-ray report to Volunteers services or a note from 

your physician that says you are free from TB.  You then complete a TB 

exception form. Please note that St. Joseph will not be able to provide free 

chest x-rays for volunteers. 

b. Provide negative test results from a QuantiFERON®–TB Gold In-Tube test 

(QFT-GIT) or a T-SPOT®.TB test (T-Spot) blood test.  These blood tests are not 

offered by CHI St. Joseph Health but can be ordered by your physician at your 

cost 

3. You can avoid the two TB skin tests by providing negative blood test results from a 

QuantiFERON®–TB Gold In-Tube test (QFT-GIT) or a T-SPOT®.TB test (T-Spot) blood 

test.  These blood tests are not offered by CHI St. Joseph Health but can be ordered 

by your physician at your cost 

4. If you have been on steroids within the last 6 weeks or are currently taking steroids, 

you will need to provide Volunteer Services with documentation of taking steroids 

and complete a TB exception form.  After you have waited 6 weeks after completing 

your steroid treatment, you will then be required to begin the TB testing process.   

� Free TB skin tests are offered at our CHI St. Joseph Health Express 

Clinics – 3 locations.  If they are busy you will have to wait.   

� Hours for all Express Clinics:  M-F 8 am – 8 pm; Sat. 8 am – 4 pm; Sun 

12 pm – 6 pm 

• Bryan Express – 2010 E. Villa Maria Road, Bryan (979)821-

7373.   

• College Station Express – 4401 Hwy 6 South, College Station 

(979) 731-5200.  
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• Texas Avenue Express – 1530 Texas Avenue, Ste. 100, 

College Station (979) 690.4878.   

 

Other providers for TB testing & Influenza vaccination (at your cost): 

� your own physician, 

� Buetel Health Center on TAMU campus.   Appointment can be made online at:  

http://shs.tamu.edu/appointments.htm 

� Brazos County Health Department 201 North Texas Avenue, Bryan, TX 77803.   

Phone: 979-361-4440.  $10 fee. 

 

You are required to complete this initial 2-step TB testing process and then once per year 

you must update your TB test by completing one test. 

 

Volunteer Information Center or VicNet 

Volunteer Information Center, better known as Vic-Net, is a system used that gives 

volunteers their own profile.  You can update your profile, check for messages, check your 

schedule and find out how many hours you have accumulated on this site.   You can do this 

from any internet-ready computer by accessing it at our website, www.st-

joseph.org/volunteerservices. 

Scroll to the bottom of the page and click on: Log in to the Volunteer Information Center 

 

Log-in to Vic-Net: 

• Your login name is your e-mail address. 

• If you applied on-line you should have already chosen your password 

• If you cannot access, click on “Forget your password?” icon. 

� You will receive an e-mail with a temporary password. 

� At your first login, change your password. 
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Home Page 

 

 
 

CHI St. Joseph Health Auxiliary 

The CHI St. Joseph Health Auxiliary is a separate non-profit 501(c)3 organization that has 

been serving CHI St. Joseph Health since 1966.   Their mission is to support CHI St. 

Joseph Health Regional Hospital through volunteerism and fundraising.   Charter 

members include Lee Beard, Marjorie Clay and Gwen Jones.  The Auxiliary is managed 

by a volunteer board of directors and holds elections in November each year.   The 

Director of Volunteer Services serves as a liaison between the hospital and Auxiliary. 

 

The Auxiliary board meets quarterly and is comprised of the following seven voting 

members: Chairman, Secretary, Treasurer and four Members-at-Large.   Additionally, 

the  

 

Director of Volunteer Services, Parliamentarian, and Committee Chairs serve on the 

board and attend meetings but do not have a vote. The Auxiliary also participates in the 

state organization, Texas Association of Healthcare Volunteers.   

 

The Auxiliary has the following committees: 
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Associate Membership/Scholarship: 

� Associate members pay $25 per year with all the proceeds going to support 

the Scholarship program for financially needy Blinn students in medical 

programs.   Associate members are not required to give volunteer time and 

are invited to the Installation Banquet, Awards Banquet and Christmas Tea 

each year.   Many Auxiliary members are also members of the Associates. 

� If an Auxiliary member passes away and has had 5 years of volunteer service, 

the Auxiliary donates $100 to the Scholarship fund in the Auxiliary Members 

name.   The Scholarship fund also receives memorial gifts from members, 

former members and families. 

� The Scholarship committee meets each July to review applications for 

scholarships.  The committee reviews all applications and chooses the 

applicants that are most in need of financial assistance.  They are awarded 

late July and paid directly to Blinn. 

 

Friendship: 

� Birthday, get well and bereavement cards are sent to members.  Birthday 

cards to active volunteers include a free CHI St. Joseph Health cafeteria meal 

ticket.  If you are aware of a member who needs to be sent a card, please call 

the Friendship chair. 

 

Telephone Committee: 

� Calls members to remind them of special events, funerals of present or past 

members, or other occasions requested by the Board President or Director of 

Volunteers (DVS). 

� Funerals – Auxiliary members try to attend funerals of members.  If you 

become aware of a members passing, please notify the Telephone 

Committee and/or President of the Auxiliary. 

 

Projects: 

� Six fundraising projects are held each year.  Vendors come in and provide 

goods to our employees and volunteers.  In the past we have had jewelry, 

leather, bath and beauty, scrubs, book sale, and Dillard’s. 

� These projects are held at the Regional Hospital in the Grant Education 

Center.  The vendor pays a percentage of proceeds to the Auxiliary after each 

sale.   Volunteers that help during the sales get special discounts on 

merchandise. 

� Volunteers receive training to work the sale through the Project Chair. 

� Volunteers may sign up by contacting the Project Chair. 
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Hospitality 

� Committee helps to coordinate and decorate the following events: 

o Auxiliary Reorientation Salad Luncheon – held yearly in March.  

Volunteers bring a salad and Volunteer Services provides the yearly 

reorientation and TB testing for volunteers.   Event is usually help at 

the St. Joseph Catholic Church Parish Activity Center. 

o Auxiliary General Meeting – held yearly in November at the St. Joseph 

Catholic Church Parish Activity Center.   Auxiliary board members 

bring food and decorate the Annex space.  Members gather for 

brunch and to announce new officers for the Auxiliary, committee 

opportunities, and networking with fellow volunteers. 

o Auxiliary Christmas Gathering – held yearly in early December in 

various locations.  Location, food and décor are arranged by 

committee with Board input. 

 

Lori’s Gift Shop 

In September 2007, the Auxiliary and hospital entered into a management 

agreement with Lori’s Hospital Gift Shops to take over the main hospital gift shop.  

Lori’s manages the operation and staffing and 10% of gross sales are given to the 

Auxiliary on a monthly basis. 

 

Auxiliary Funds at Work 

Through funds received from the gift shop and vendor sales, the Auxiliary currently 

funds the following projects.   The Auxiliary decides each January how much will be 

donated from previous year proceeds and which project will be funded as requested 

by the hospital: 

 

• Hugs Make Me Feel Better – teddy bears given to pediatric surgery patients: 

Auxiliary provided funding to purchase small teddy bears.  Each teddy bear 

wears a t-shirt that reads, “Hugs make me feel better”, along with SJRHC and 

Auxiliary logos.   The bears are given to children who will be undergoing surgery.  

While the child is in surgery, the OR staff place similar bandages the child may 

have on the bear.   This project has been funded since 2008; 

� Newspapers to Patients – the Auxiliary and some outside donations help fund 

daily newspaper deliveries to patients.   The newspapers have a sticker on the 

front that lets patients know who is providing this free newspaper and are 

delivered by the Information Desk Volunteers Monday – Friday.   We currently 

deliver to 125 patients per day; 

� Christmas Baby Stockings - Auxiliary members make large Christmas stockings 

for newborns that are delivered around Christmas; 

� Auxiliary Scholarships – proceeds from one sale each year, as designated by the 

Auxiliary Board, are transferred to the scholarship fund to be combined with 

yearly $25 Associate Members’ dues to help to fund scholarships to deserving 

Blinn Allied Health Students; 
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� Past Patient Projects –Tower building addition, patient wheelchairs, Cancer 

Center, Telemetry patient room updates, patient sleep chairs, ASCOM phones 

for Critical Care Unit, vital sign machines, nursing scheduling software, and NICU 

equipment. 

 

Auxiliary Service Awards 

Every year in April, Volunteer Services provides an annual luncheon to celebrate 

each  Auxiliary members time and years of service to St. Joseph.  At the luncheon, 

volunteers are awarded Service of Humanity Pins are given for every 5 years of 

service.  When Auxiliary members have given 100 hours of service, the member is 

awarded the Texas Association of Healthcare Volunteers pin.  Hour bars are added 

to the pin (only one hour bar is displayed at one time) as follows:  250, 500, 750, 

1000, then every 500 hours thereafter.   

 

The service award’s luncheon is always a fun event to attend! 

 


