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VOLUNTEER PROGRAM POLICY
Effective Date: *

Policy:  It is the policy of this facility to promote the development of an active volunteer program which is an effective method of increasing the quality of life for residents by creating a sense of belonging to the community in which the resident resides.
Policy Specifications:  To provide the community an opportunity to communicate and assist the older adult; to enhance the quality of the facility activity programming and to encourage ongoing involvement in the community at large.
Responsibility:  Activity Director, Administrator, Volunteers
Standards: 

1. Volunteers will be screened and chosen by the Activity Director and other department heads, as appropriate, for the services anticipated. The Activity Director will be responsible for the final approval of each volunteer after all references and screening is found to meet acceptable criteria.

2. All volunteers will have hours scheduled according to their availability and to the facility’s and residents’ needs. A monthly schedule of volunteers will be posted the Activity Office and provided to the Administrator.

.

3. Volunteers will be encouraged to discuss any problems or suggestions with the Activity Director. Volunteers may discuss issues verbally or in written form. Volunteers are contacted periodically by the Activity Director. Notices to volunteers will be posted in the Activities Office.

4. A volunteer recognition dinner will be held at least annually by the Activity Department. Special recognition of service will be presented to the volunteers during the dinner. Throughout the year, on a regular basis, each individual volunteer will be recognized for their service through verbal praise and tokens of appreciation (i.e. flowers, dinners, etc.). Volunteer birthdays should also be recognized by the Activity Director and residents.

5. All new volunteers shall receive a thorough orientation prior to the first day of their volunteer experience. Volunteer orientation shall be the responsibility of the Activity Director or Volunteer Coordinator. Adult volunteers shall be oriented through the use of the Volunteer Orientation Checklist. Teen volunteers shall be oriented by use of the Volunteer Orientation Checklist followed by two 2 hour orientation periods with direct resident contact by qualified and experienced teen volunteers.

Upon completion of the above orientation procedure, the orienting teen volunteer shall be given a short verbal test covering the orientation materials. (See Orientation Record)

6. Volunteers will be trained for specific duties by the Activity Director or other appropriate staff member. Volunteers will be invited to attend selected in-house inservices, notices of which will be posted in the Activity Office. Special inservices for volunteers will be scheduled at a minimum every six (6) months or more frequently when needed.

7. Volunteers are required to sign in/out on assignment logs located in the Activity Office. The sign in logs include, not only the time and date of service, but also the type of service performed by the respective date/time periods. Hours will be totaled by the Activity staff on a monthly basis and a total of year-to-date volunteer hours will be maintained.

8. Volunteers who are ill are strongly encouraged to stay at home. A volunteer who is in the facility and displaying symptoms of illness (coughing, sneezing, fever, etc.) will be sent to the nurse in charge who will determine if volunteer should remain in the facility. Volunteers in the facility, more than 10 hours a week, will be requested to have a tuberculin skin test upon starting and annually thereafter.
9. Volunteer certificates, brochures, handbooks, pens, etc. may be ordered through local vendors or through one of the national associations.

10. The Activity Director shall be responsible for monitoring the services provided by Volunteers. In the event behaviors do not match expectations and are not appropriate, the Activity Director shall counsel the Volunteers. Volunteers who have unacceptable behaviors will be counseled and removed from the Volunteer Schedule, if behaviors do not improve.

11. All volunteers are responsible to the Activity Director and staff in charge while they are in the building. All volunteer shall follow the established policies and procedures of the facility at all times.

12. The volunteers are classified depending upon responsibilities, age, and type of service. The following is a list of the specifications:

a. General Volunteers are those, scheduled or unscheduled, volunteers who visit with the residents needing comfort and extensive one-to-one bedside activities.

b. Specific Volunteers are those scheduled volunteers who participate and to lead special activities (i.e. Bingo, Bible Study, Popcorn Social Hour, Quilting, Story Hours, For Men Only, etc.).

c. Personal Volunteers are those unscheduled volunteers who have chosen one resident to visit at any time and to give positive and quality one-to-one activities as directed by the Activity Planning Guide.

d. Group Volunteers are those scheduled volunteers who participate and lead special activities designed around their abilities and interests.

e. Teen Aides are teenagers, male and female, who are scheduled for specific times to participate in group activities or in one-to-one bedside activities for the residents as directed by the Activity Planning Guide.

13. Volunteers are provided and required to wear a name identification badge.

14. The Activity Director is responsible for performing periodic evaluation for each Volunteer.

