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SIBLEY MEMORIAL HOSPITAL

DEPARTMENT OF VOLUNTEER SERVICE

Junior Volunteer Guidelines

Thank you for your interest in becoming a Junior Volunteer at Sibley Hospital.  Please carefully read the guidelines and rules that apply to Junior volunteers and have a parent or guardian read them also.  Fill out the Application Form (with all items completed and legible), sign and return it to the Volunteer Office. We will call you to schedule an interview with the Director of Volunteer Service or Volunteer Coordinator.
I. REQUIREMENTS
· Age:  At least 15 years of age.
· Forms:  
· Application Form. 
· Physician’s Reference Form   
· Interview:  You will meet with the Director of Volunteer Service or the Volunteer Coordinator to talk about the Volunteer Guidelines and medical requirements, ask questions, indicate your assignment preferences (if any), and set up Orientation and training dates.

· Service:  A minimum of 60 hours over a calendar year.  This may be accomplished during the summer, or by a combination of summer and after-school hours.

· Medical:  Annual PPD (Tuberculosis screening) for all Volunteers. Volunteers may have these tests at Sibley at no charge, or may schedule the tests with a private physician at their own expense.  Parental/Guardian consent for PPD is required. Medical requirements must be completed BEFORE ORIENTATION. ALL SIBLEY VOLUNTEERS ARE SUBJECT TO DRUG TESTING FOR CAUSE.
· Training:  Volunteer Orientation (2 hours on one Tuesday or Saturday morning), and training in your service assignment (varies by department).

II.
ATTENDANCE AND ABSENCES

· Junior Volunteers become an integral part of their department and the Hospital staff relies on their presence as scheduled.  We understand that all Volunteers may get sick, take vacations or have unavoidable conflicts (exams!) on their regular volunteer day.  It is the Volunteer’s responsibility to obtain the telephone number(s) of the assigned department and notify them directly in the event of tardiness or absence.  A call or e-mail to the Volunteer Office is also required, but this does NOT relieve you of the responsibility to your department.
· Volunteers who have taken an extended leave of absence must contact the Director of Volunteers before returning to service.  Please do not arrange for a reentry schedule with your service chairman or department without notifying the Director.  Similarly, please notify the Director if you are resigning from the Volunteer Service and return your ID badge.
III.
DRESS CODE
· Each Volunteer is required to purchase a uniform from the Volunteer Office to wear on the job.  A red and white striped apron is available for female volunteers which must be worn with a white collared shirt.  A red jacket is available for all Volunteers and must be worn with a white collared shirt. Navy, black or khaki slacks are acceptable.  All Volunteers must wear closed, comfortable, clean shoes or sneakers with socks (or hose).  
Uniform Prices:

FEMALE:
Apron


                           $10.00



Uniform Jacket



 $25.00
                                                 Short sleeved red polo

MALE:
Uniform Jacket



$25.00

                                                 Short sleeved red polo
· Volunteers purchase uniforms at Orientation.  Checks are payable to “Sibley Volunteer Service”.  Previously owned jackets and pinafores are available at half-price.
· Long hair should be pulled back and earrings should be conservative.  Please do not use perfume or other scented products as it may cause allergic reactions in some patients.
IV.
VOLUNTEER ASSIGNMENT AND SCHEDULES

· Every Junior Volunteer is required to commit to an assignment of one or more shifts weekly with the exception of up to two weeks of vacation during the summer.  We do not accept volunteers full time for one or two weeks only; however, you may return during school breaks if we have an opening.

· You will be given one or more regular volunteer assignments based upon the needs of the Hospital.  Every effort will be made to take into account your special interests and skills.

· We expect our Junior Volunteers to continue their tradition of mature and responsible behavior at all times.  This includes a willingness to accept supervision and to follow Hospital rules.

V.
SIGN-IN PROCEDURE AND LOCKERS

· When you arrive for your shift, sign in on the computer in the Volunteer Office.  When you leave for the day, sign out on the computer.

· Lockers are available in the Volunteer Office for storage of your personal belongings.  Please do not bring valuables or cash to the Hospital except for what you absolutely need.  Never give the locker key to anyone else, and always return the key to the locker when you leave.
VI.
MEAL BREAKS

· Your Volunteer Photo ID entitles you to discounted meals in the Sibley cafeteria at any time, whether you are here to work your shift or are visiting the Hospital for other reasons.

VII.
PARKING

· Volunteers are entitled to free parking.
PLEASE NO CELL PHONE USE DURING HOURS OF SERVICE.

