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VOLUNTEER JOB DESCRIPTION

	Title of Job:
	Kindergarten Tours Coordinator

	Department:
	Paediatric Unit

	Supervised by:
	Paediatric Unit Nurse Unit Manager (NUM) or

Associate Nurse Unit Manager (ANUM) Paediatric Unit or

Nurse in Charge

	Date Revised
	11 November 2019


Purpose:

To conduct hospital tours for Kindergarten groups to familiarize them with the experience of being in hospitals.  This aims to reduce common children’s fears associated with hospitals.

To increase awareness in the community of the services Box Hill Hospital provides to children.

Specific Requirements:

· All volunteers are required to have (or be willing to undergo) a current Working with Children Check.
· All volunteers will be provided with Box Hill Hospital Kindergarten tours training, prior to independently conducting the tours.

· Reliability is a key requirement of this role – volunteers’ commitment to approximately fortnightly (sometimes weekly) tours is required throughout the school year. 

· All volunteers will undergo a Fit2work Police Check
Availability and Hours:

Generally, kindergarten tours are conducted in two sessions from 9.15am to 10.30am and 10.45am to 11.50am during the school terms only. Tours are booked in advance, with dates for the year confirmed in the early months of each year.
Skills & Experience:

· Ability to communicate well with children in an age appropriate and friendly manner. The kindergarten teachers for each group are present throughout the tour and will accompany and assist the volunteer as required. 
· Ability to respond appropriately to directions from staff and to readily seek staff assistance if required. 
·  Ability to work independently (once well orientated to the role)
Position Description: 

Volunteers are to report to the Nurse in Charge/Ward Clerk, prior to commencement of the following duties:

· Collect the relevant materials/resource trolley from the storeroom 

· Ensure the Meeting Room is set up and ready prior to tour commencement.

· Be punctual in arriving.  Meet and greet students and kindergarten teachers at the Hospital front entrance, Level 1, 8 Arnold Street Box Hill.

· Conduct the tours in a professional, age appropriate and child friendly manner.

· Demonstrate equipment in a non intimidating way.

· No medical advice is to be given to Kindergarten students, staff, patients or visitors.

· Maintain patient confidentiality.

· Ensure that children are not excessively noisy in Ward areas.

· Tidy up room at conclusion of tour.

· Ensure Kindergarten teachers are given certificates of attendance to distribute to the children.

· Volunteers are not to take on nursing duties and must seek assistance readily with NUM/ANUM/Nurse in Charge if there are any concerns with children or their families.
· Volunteers are not to under any circumstances take children into the:
· Adolescent room
· New Born area

· Hospital Kiosk.
· Volunteers are not to give out any food or drinks to any patients or tour participants during the Kindergarten tours.
· Volunteers are not to take children to the bathrooms (accompanying teachers will attend these and other such needs)
· Volunteers are not to be involved with any money eg. payment of tours.  Kindergarten teachers are to give payments directly to the Nurse in Charge.  
Support and Debriefing

· Talk to your supervisor first for support and debriefing as necessary

· Should any outstanding issues arise, your supervisor can also be contacted for advice/referral to our external debriefing provider

Confidentiality

It is absolutely essential to treat any personal details of medical, social or family history of a patient as strictly confidential. Volunteers may discuss only matters relevant to their own function and responsibility with their supervisor or other authorised staff at Eastern Health in the course of patient care. Any confidential information which may come into your possession by virtue of your position, is not to be divulged to any unauthorized person.  Volunteers MUST respect patient confidentiality at all times.

Training

Volunteers must complete the following mandatory training prior to commencement:

· Eastern Health online Orientation

· Occupational Health & Safety modules

· Hand Hygiene module

· Child Safety module

· Other training as required by your department

Volunteers MUST also complete the refresher mandatory training every 12 months and other training as identified from time to time.

ORGANIZATIONAL INFORMATION

Our Vision   

GREAT CARE, EVERYWHERE, EVERY TIME
Our Mission

Together we care, learn, discover and innovate.

Organisational Environment

Eastern Health provides a comprehensive range of high quality acute, sub-acute, palliative care, mental health, drug and alcohol, residential care and community health services to people and communities that are diverse in culture, age and socio-economic status. These services are provided both on an inpatient and outpatient basis. These services and programs are supported by staff who possess an unparalleled commitment to patient care as well as teaching and research.

The strategic goals are fully detailed in the Eastern Health ilearn orientation.

Eastern Health Values

Eastern Health values reflect who we are as individuals and as an organisation.  Our values are:

PATIENTS FIRST:  KINDNESS, RESPECT, EXCELLENCE, AGILITY, HUMILITY

The Eastern Health Values are fully detailed in the Eastern Health ilearn orientation. 

OH&S Statement
As a Values-Based Safe Workplace, we are committed to providing and maintaining, so far as is practicable, a safe and healthy working environment for all staff, volunteers, contractors and visitors. This commitment is in accordance with the organisation’s values and the requirements of the various Occupational Health & Safety Acts, associated Regulations and Codes of Practice.

Equal Employment Opportunity

You agree to adhere to the Equal Employment Opportunity policies and practices of the Health Service.  Discriminatory practices, including sexual harassment, are unlawful.  The Health Service will not tolerate discriminatory behaviour and any such conduct may lead to the invoking of disciplinary procedure, which may result in dismissal from your volunteer position.

Important Points to Remember

· If, whilst in the course of your duties as a volunteer, you are asked any medical question or any questions in regards to a patient, smile, explain that you are not a member of the medical or nursing staff and point out who they can talk to.  You may also assist in bringing these enquiries to the attention of relevant staff in the area.

· If you have any queries or concerns, please direct them to your supervisor or the Volunteer Services office.

· Any information you may learn about any patient is confidential and must not be passed on to anyone.

· Approach patients and their families in a professional manner and maintain a high standard of service at all times.

· Be discrete and use basic common sense.

· If in doubt about doing something, always ASK the staff or seek advice from your supervisor.

· Work within State and Eastern Health organisational guidelines and responsibilities 

· Complete all required mandatory training.

CERTIFICATION

I acknowledge that:

· I understand the requirements of, and am prepared to undertake the duties and responsibilities stated in this position description;

· The position description will be reviewed regularly in consultation with me; and

· I will be subject to a three month probationary period from my commencement date - after which my ongoing commitment will be reviewed.
I agree to:

· Read the Eastern Health Volunteer Handbook and comply with the guidelines and information contained in the handbook. The handbook will be sent to me upon my acceptance into the Volunteer Program.

Volunteer

Name ……………………………………………………………………………………....……………….

Signature ………………………………………………………………...
Date..…………..………….

Volunteer Coordinator (or other as stated)

I have carefully reviewed the position description and am satisfied that it fully and accurately describes the requirements of the position.

Name ……………………………………………………………………………………....……………….

Signature ………………………………………………………………...
Date..…………..………….

General Information for Kindergarten Tour Volunteers Paediatric Unit
Thank you for volunteering to conduct Kindergarten tours at Box Hill Hospital.  In order to help assist you in this role, the following general guidelines have been developed:

Kindergarten Tours Procedure

Kindergarten tours are held on weekday mornings of school terms only.

There must be 2 adults provided by the Kindergartens, one of whom must be a Kindergarten teacher.
Volunteers are not to be left alone with the children or take them to the bathroom.

On arrival, report to the Nurse in Charge, which is generally the Nurse Unit Manager (NUM) or Associate Nurse Unit Manager (ANUM), before commencing the following: 

· Prepare meeting room
· Meet and greet students and teachers at the Hospital front entrance, Level 1, 8 Arnold Street Box Hill.
· Inform parents where to go to go for coffee and what time to collect children.

· Ensure Kinder teachers apply antiseptic handrub to all Kindergarten tour participants hands, unless any known skin sensitivities or allergies to prevent spread of infection.  Note – it is not the responsibility of the volunteers to apply the handrub.
· Conduct initial group discussion and interact with children.

· Children are generally taken to the following departments:

-
Paediatric Unit

-
Medical Imaging

-
Special Care Nursery
· During the tours, follow staff directions to ensure children do not have access to unsuitable, potentially traumatic or dangerous situations eg. Contact with infectious patients.

· Do not handle medical equipment in Clinical areas.  Only handle basic medical equipment provided for demonstration by the Paediatric Unit staff.

· Ensure Kindergarten students do not touch any equipment, unless given authorization by staff.
· Patients’ privacy also must be respected.  Ensure no entry to areas screened off or patient rooms.
· Patients are to be approached in a friendly manner, and only if they and their families are happy to see the Kindergarten groups.
· No photos are to be taken of patients.
· Maintaining patient confidentiality is vital.  Do not discuss a patients’ medical history 

· During the tours, patients or visitors may assume that you are a member of the medical/ nursing staff, so please introduce yourself and inform them of your role.  If they require assistance, please promptly inform the staff.

· No specific medical advice is to be given to the Kindergarten group or to the patients.  Direct any questions to the staff.
· Volunteers are not permitted to do the following:

· Be left with the children without Kindergarten staff.

· Take children to the bathroom.

· Any nursing duties.

· Give any food or drinks to Kindergarten students without the permission of the Kindergarten teacher.

· Give any food or drinks to patients, without authority from the nursing staff.

· Volunteers are not to be involved with any money eg. payment of tours.  Kindergarten teachers are to give payments directly to the Nurse in Charge.  However, a volunteer can accept a cheque to pass onto the Clerk in Cashiers and advise funds to be allocated to the Pediatrics Unit.
Finally, thank you for volunteering your time to participate in the Kindergarten Tours Program at Box Hill Hospital.  Your assistance is much appreciated.  Please feel free to ask the staff any questions to assist you to enjoy your time with the children.
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