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Applies To:
· Volunteer Supervisor, Volunteer Office Staff, Activity Therapy Staff, Nursing Staff, Security Staff, Chaplains, Social Services Staff, Member and Public Relations Director.
Purpose/Overview:
· To assure volunteers are responsible, properly oriented, and trained for volunteer service at the Wisconsin Veterans Home.

Policy:
· New volunteers shall register at the Volunteer Office in the Marden Memorial Center. All volunteers are required to complete WDVA 4700 Volunteer Registration Form and. WDVA 4703 Background Information Disclosure.
· All military members must also provide a copy of their DD214, if discharged within the last three (3) years.

· HFS 132.42 (5), Wis. Administrative Code, states “volunteers shall receive orientation and supervision necessary to assure resident health, safety, and welfare.” Orientation will be provided by the Volunteer staff or designee and all volunteers shall be given. WDVA P3011 Volunteer Handbook. All Volunteers will be requested to sign a proof of training document (Volunteer Orientation).
· Volunteers shall only be on grounds between the hours of 07:30 AM and 8:00 PM unless your volunteer job duties designate otherwise. Volunteer coordinator or designee approves any volunteer hours outside of the above times.
· Volunteers shall be 14 years of age or older.
· Volunteers 13 years of age and under shall have an adult supervisor who is the parent, legal guardian or other family member who is also a registered volunteer and the adult supervisor shall be with them at all times while volunteering. 

· No court ordered community service "volunteers" shall be accepted.
· Either the Volunteer or the State agency named above may cancel this agreement at any time.

· No consumption of alcohol shall be allowed while volunteering.

· Many volunteer activities involve dinner/supper outings and at no time shall volunteers consume alcoholic beverages or Non Alcoholic beverages.
· Volunteers shall not use cell phones for personal use while with members.
· Volunteers shall not handle member funds or accept gifts or money from members.

· Volunteers shall wear and prominently display WVH-K name Badges for easy identification.
Procedure:  
1. The volunteer-applicant completes the WDVA 4700 Volunteer Registration Form, WDVA 4704 Volunteer Agreement Form and WDVA 4703 Background Information Disclosure and returns them to Volunteer Service Office in the Marden Memorial Center.  An applicant who was in the military also submits a copy of his/her DD 214, if discharged within the last three (3) years.
An Applicant who is 13 years of age and under  need to also have their parent fill out the WDVA 4701 Parent’s Questions for Volunteer Program and WDVA 4702 Consent for Minor Volunteers.

2. The Volunteer–applicant also completes WDVA 4707 HIPAA Agreement for Volunteers, and is given a copy of IC-03-05 Infection Control.
3. Volunteer Service staff forwards the completed Background Information Disclosure form and 
DD-214, as applicable, to Human Resources.

4. After receiving the results of the background check, Human Resources will notify the Volunteer Service staff of the names that have cleared the background checks.

5. Volunteer Service staff notifies the applicant with the result of their background check and arranges for the applicant to come in for orientation.  If a volunteer applicant’s background check does not come back favorable, Human Resources will notify the Commandant and Volunteer Office, a letter will be sent stating the WVH appreciates their interest but at this time there are some concerns with the background check and any further actions with the Volunteer Program are prohibited.
6. During the orientation, Volunteer Service staff does all of the following:
A. Gives the applicant a WDVA P3011 Volunteer Handbook and reviews it with him/her.
1. Topics discussed in the Volunteer Handbook include:  Registered Volunteers who work at least 25 hours in one year, lunches, illness, restrictions on transferring members, recording hours, money/gifts/purchases for members, health limitations, smoking, dress code, telephone use and emergency procedures, such as calling extension 2222, over the counter medication, car registration and parking.

B.
Gives the volunteer a WDVA 3076 Volunteer Vehicle Registration to fill out and return to the Volunteer Service Office to obtain a parking sticker for their vehicle.

C.
A copy of WDVA 4704  Volunteer Agreement to be signed and returned to Volunteer Service Office.
D.
A copy of WDVA 4706 Volunteer Pledge to be signed and returned to Volunteer Service Office.
E.
A copy of WDVA 4705 Volunteer Confidentiality to be signed and returned to Volunteer Service office.
F..
Copies of Volunteer Orientation, Tuberculosis Information Sheet to be signed and returned to Volunteer Service Office.

G. If Volunteer smokes, the WDVA 01-00-41 Smoking Guidelines for WDVA facilities is given to Volunteer and gone over with at orientation.
H. A WDVA 4708 Photo Consent to be signed and returned to Volunteer Service Office

I. The volunteer is informed of the name of his/her primary contact, to which the volunteer reports when volunteering.

1) Asks the volunteer and primary contact to exchange phone numbers for communication purposes.
2) Takes the volunteer around and introduces him/her to the staff with whom they will be working.


J. Voluntary Service Staff processes the application, which includes doing all of the following:

1) Adding the new name and address to the computer list of registered volunteers.

2) Making up a card for daily recording of hours volunteered.

3) Enter mailing information and email address into the system for reports.
4) Notifying Madison if the volunteer will participate in the Veterans Affairs Voluntary Service program (VAVS) by sending a copy of VAVS form to the Program Manager of Volunteer Service at the Wm. S. Middleton Memorial Veterans Hospital.  The original VAVS form is kept in a file in the Volunteer Service Office in the Marden Memorial Center.

5) Files all volunteer applications, signed HIPAA forms, and related materials in the Volunteer Service Office.

6) At the beginning of each month, each volunteer's hours for the previous month are totaled and posted in the blue book on the Volunteer Coordinators desk.
a. This posting also reflects each volunteer's year-to-date total as well as each volunteer's lifetime total.

M.  Once each year, Volunteer Service Staff creates a list of volunteers who have not volunteered for 12 months and volunteers who have worked less than 25 hours in 12 months. Unless a volunteer informed the Volunteer Service Office of a need to temporarily reduce/eliminate hours, the volunteer is sent a letter asking the volunteer to respond if he/she does not want to be removed from the roster.  If no reply is received, the volunteer is removed from the active volunteer files.
N. In January of each year, the volunteer coordinator sends out a training packet that the volunteer reviews, signs, and returns to the Volunteer Service Office. This packet includes: IC-03-05 Infection Control for Volunteers; WDVA 4704 Volunteer Agreement, Tuberculosis information sheet, and Volunteer Guidelines.
1) If these forms are not signed and returned, the individual is not able to continue their volunteer service.
O. Once every four (4) years a background check must be completed to comply with the Wisconsin Caregiver Law of October 1, 1998. Volunteers will be contacted if there is a question on the background check.

All application forms are available at the Volunteer Service Office in the Marden Memorial Center.  





Voluntary Service staff holds the application in a pending file until the background check is completed.  The applicant may not start volunteer work until the background  check is completed.





Additional manuals are located in the Volunteer Service Office in the Marden Memorial Center.





The volunteer places parking sticker on the rear window on passenger side, but not on rear window defrost wires.  Volunteer Service Staff writes the parking sticker number on the form and forwards the form to Security to log and maintain the information.





The primary contact is provided specific guidance for scheduling the volunteer and reporting any discipline, termination or incident/injury to the Volunteer Service Staff.





In addition to standard tracking of volunteer hours, volunteer hours for the VAVS program are logged in a special report that is submitted to the Volunteer Service Program Manager at Wm. S. Middleton Memorial Veterans Hospital by the 4th workday of each month.
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