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Volunteer Service Description







Health Resource Center Volunteers


PURPOSE:  This position will assist outpatients and family members of patients in the use of the Health Resource Center. The Health Resource Center is a small consumer health center designed to help St. Joseph Hospital patients and family members with their medical information needs. The center offers printed consumer health brochures for visitors to take, as well as some printed resources and health magazines to be used in the HRC. The majority of the resources are electronic and are linked through the website of the Health Resource Center. These include specialized databases, authoritative www links on health topics, multi-lingual sources of information, online medical dictionaries and more. The staff of Burlew Medical Library is also available to assist patrons who require more exhaustive medical information. 

ASSIGNMENT ORIENTATION: Volunteers will complete a self- learning tutorial with online resources and exercises to develop competency for this role. Additionally, volunteers will complete one shift with a Library Staff Member prior to being assigned independently.  

	TASK LIST
	PERFORMANCE APPRAISAL

	Name:
	Rating

1=Needs Improvement

2=Satisfactory

3=Outstanding
	Comments
	Initials

	1. Check-in with Burlew Medical Library to let them know you are on duty.
	
	
	

	2. Ensure that computers are on, the printer has paper and the Health Resource Center is neat and orderly. 
	
	
	

	3. Welcome individuals visiting the Health Resource Center and assist them in the use of the Health Resource Center website, databases linked on the Health Resource Center and the use of print publications available in the Health Resource Center.
	
	
	

	4. Refer individuals to Burlew Medical Library who need additional, more comprehensive assistance. Obtain the assistance of an interpreter when necessary.
	
	
	

	5. Audit the stock of consumer health brochures and re-order when stock is low. A MS Access database of consumer health brochures is utilized. 
	
	
	

	6. Some consumer health brochures may be re-printed directly from the WWW
	
	
	

	7. Assist visitors with basic questions about WWW research, printers, scanners, MS programs etc. 
	
	
	

	8. Organize and shelve materials in the Health Resource Center
	
	
	

	9. Help with visitor control; gently enforce the 30-minute time limit on computers.
	
	
	

	10. Check for and report broken web links on the Health Resource Center web site.
	
	
	

	11. Check for and report broken web links on Burlew Medical Library’s web site. 
	
	
	

	12. Compile utilization statistics for the Health Resource Center
	
	
	

	13. Volunteers do not perform any direct patient care nor do they provide any medical advice, opinions etc. 
	
	
	

	14. Volunteers may be called to empathize and employ good listening skills but not to advise, recommend or interpret. 
	
	
	

	Knowledge/Skills required/desired

	1. Communicate effectively in English
	
	
	

	2. Good interpersonal skills
	
	
	

	3. Basic competency with computers, printers, WWW research and MS programs such as Word, PowerPoint and Adobe Acrobat
	
	
	

	4. Ability to shelve light library materials
	
	
	

	5. Ability to work without close supervision
	
	
	

	6.    Basic understanding of medical terminology desired but not required
	
	
	

	7.    Some knowledge of Spanish desired but not required
	
	
	

	CONFIDENTIALITY/HIPAA/Ethics

	1. Volunteers strictly adhere to hospital policies regarding patient confidentiality by guarding all patient related information, lists, schedules, logs, etc. in such a way that they will not be available for public view.
	
	
	

	2. Compliance with the requirements promulgated by the Medical Library Association. The Medical Library Association has issued a policy statement on “The Librarian’s Role in the provision of Consumer health information and patient education”. An excerpted portion here will also apply to volunteers staffing the Health Resource Center: “While librarians are experts in identifying and providing information, they are not practicing health professionals who interpret information and give advice. It is important that librarians avoid suggesting diagnoses and recommending particular health professionals or procedures. “. It follows that Volunteers may not interpret, diagnose, explain, advise, recommend or share their personal medical experiences. In unclear situations, visitors to the Health Resource Center should always be referred back to their Health Care Provider. 
	
	
	

	SPECIAL SERVICE NEEDS

	1. Visitors may need to be directed to other hospital services such as community health education, physician referral etc. 
	
	
	

	
	
	
	


	EMERGENCY RESPONSE RESPONSIBILITY:

	1. In a disaster situation (Code Triage), report to the Labor Pool IF not needed in the HRC.
	
	
	

	3. If you find a fire, immediately call for help and dial 66, confine fire if possible and report to Security for direction.
	
	
	


I have read and understand the Health Resource Center Volunteer  Description, and agree to have my performance appraised by a volunteer peer or staff member on a yearly basis.

Name: ___________________________________________________________

Signature: ________________________________________________________




Date: ________________________
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