Welcome

We are delighted that you have joined the Cape Fear Valley Health System volunteer family.  You are joining a caring and dedicated group of volunteers who provide quality support services to Health System personnel.  Whether volunteering at Highsmith-Rainey Specialty Hospital, the Cancer Center, the Stanton Hospitality House, or one of our outlying clinics, we need your help as we strive to provide exceptional healthcare to all our patients.

Our vision statement says “In every way, improving the quality of every life we touch”. We define every life as employees, patients, physicians and volunteers.  Each year we make significant strides in reaching that vision, and each year we will continue to set goals that will lead us even higher.  Our health system has embarked on a journey of providing quality service by doing the right thing, the right way, at the right time, every time and we need you to help us reach our destination.

Welcome to Cape Fear Valley Health System!  We are glad to have you as part of our team.

Susan Lock,

Director of Volunteer Services
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Cape Fear Valley Health System TC "Cape Fear Valley Health System" \f C \l "1" 
Cape Fear Valley Health System is a 765 bed regional health care facility.  One of the largest civilian hospitals in North Carolina, the Health System has over 5,000 employees, a medical staff numbering more than 250, and a volunteer force of over 200.  It is the second largest non-government employer in Cumberland County.  

Governing Body

Cape Fear Valley Health System is governed by a Board of Trustees consisting of members who volunteer their services without compensation and the Cumberland County Commissioners. Cape Fear Valley Health System is a non-profit, voluntary community health system supported by the people of Cumberland County and surrounding communities.  It is a member of the North Carolina Hospital Association, licensed by the state of North Carolina and is fully accredited by the Joint Commission on the Accreditation of Healthcare Organizations (JCAHO).  The Medical Staff Executive Committee determines medical qualities and standards with Board of Trustees approval.  The operation of the Health System is delegated to the Administrator/CEO, who is responsible for the efficient operation of the hospital services.

Mission, Vision & Values
Our Mission
Providing exceptional healthcare for all our patients. 

Our Vision
In every way, improving the quality of every life we touch. 

Our Values
We Are Committed To Excellence Through:

· Patient-Centeredness: Putting our patients’ interests first, providing unsurpassed service, with an emphasis on safety and quality outcomes.

· Integrity: All that we say and do is founded in honesty, openness and respect.

· Cultural Diversity: Respecting our community’s multicultural diversity in our daily operations and practices.

· Innovation: Encouraging creativity, embracing change, continual learning and personal empowerment.

· Teamwork: Embracing a variety of opinions and being mutually supportive in achieving our vision.

· Accountability: To our community, our organization and to each other for our individual and organizational performance and behaviors.
Volunteers Are Part of the Health System Mission

Volunteers aid the Health System in its mission to provide quality healthcare through non-medical assistance to staff, patients, and visitors.  Auxiliary volunteers also raise funds for Health System equipment, projects, and building expansion.
Volunteer Services Department

The Volunteer Services Department of Cape Fear Valley Health System is managed by the Director of Volunteer Services (DVS).  In addition to its focus upon volunteer services within the Health System, the department is also responsible for:

· the “At Your Request” service

· the Magnolia Gift Shoppe

· the Highsmith-Rainey Volunteers

· the Health Pavilion North Volunteers

Staff members within the department include:

· the Director of Volunteer Services

· the HRMH Volunteer Coordinator

· the CFVMC Volunteer Coordinator

· the Gift Shop Manager

· the CFVMC Office Assistant

It is the responsibility of the DVS and the Volunteer Coordinators to set up an interview with each prospective volunteer to evaluate the volunteer’s needs and interests and assign a suitable service area.  The Volunteer Coordinators are also responsible for the Junior Volunteer Programs.

The Director of Volunteers, with the assistance of the Volunteer Coordinators, is responsible for the supervision of the volunteer program throughout the Health System.  Anything of concern to a volunteer is of concern to the Director.   Please direct any questions or concerns to the DVS at 615-6747, Medical Center Volunteer Coordinator at 615-6117, Highsmith-Rainey Volunteer Coordinator at 615-1129.  Any problems, criticisms, questions, or suggestions concerning the volunteer’s work should also be directed to the Director of Volunteers or the appropriate Volunteer Coordinator.

Office Hours


Cape Fear Valley Medical Center



8:00 am – 5:00 pm Monday through Friday

Highsmith-Rainey Memorial Hospital



8:00 am – 2:00 pm Monday through Friday

CAPE FEAR VALLEY MEDICAL CENTER AUXILIARY, INC.

Auxiliary Mission

The Auxiliary was organized as part of the Medical Center to advance the objectives and interests of the patients and the Medical Center through the Director of Volunteer Services by:
· Providing service in a volunteer capacity.

· Providing monetary support for Health System equipment, project, and program needs.

· Providing better community understanding of the Medical Center’s programs and goals.

Auxiliary History

In August 1956, the Fayetteville Women’s Club organized an Auxiliary and selected an Executive Committee. This Committee held its first meeting on August 14,1956.  Later in the year, the Auxiliary became a member of the American Hospital Association and adopted a constitution patterned after the one outlined by the National Association of Auxiliaries.  The Auxiliary also became an incorporated, non-profit, tax-exempt organization.

During the first five years, the Auxiliary functioned without the guidance of a salaried director.  In October 1961, the hospital hired its first Director of Volunteer Services to help organize and develop the Department of Volunteer Services and serve as liaison between the Auxiliary and the Hospital.

In May 1989, the organization changed its name to “The Cape Fear Valley Medical Center Auxiliary” to associate itself with the Medical Center’s corporate identity.

Two additional committees were added to the Auxiliary Bylaws in 1990.  The “Friends of Children” committee was established to focus its efforts on the needs of pediatric patients at Cape Fear Valley.  The “Friends of Rehab” committee was formed to help address the special needs of patients at the Southeastern Regional Rehabilitation Center.  In 1993 the Volunteer Department added a part-time Director and a secretary to work with the Friends of Children.  In 1998 these two groups became a part of the Cape Fear Valley Medical Foundation.

With the addition of the new Patient Services Tower in the summer of 1993, the Auxiliary opened the “Magnolia Gift Shoppe”, its first gift shop.  The organization also hired its first full-time manager to oversee daily operations.  At the same time a new Coffee Shop called the “Tower Café” opened next to the gift shop.  The “Café” operated on a contractual basis with the Auxiliary receiving a percentage of the profits.  In 1997, the Health System assumed responsibility for the Coffee Shop and the Auxiliary assumed responsibility for all vending.

In 1997, the Auxiliary appropriated funds for the Health System to purchase the Stanton Hospitality House.  

With the Health System’s acquisition of Highsmith-Rainey Memorial Hospital, the two volunteer departments combined forces and the Auxiliary took on the operation of its second gift shop.

With the rapid growth of the Health System, the Auxiliary has expanded its fund raising efforts, and worked to meet the ever-increasing needs of the institution.  The Auxiliary Board has been an integral part of the organization, and its outstanding leadership has guided the Auxiliary in that growth.

Auxiliary Donations

The Auxiliary raises money each year through the gift shop, baby pictures, gold sales and vending machines.  The Auxiliary Board votes each year on how profits are to be used to benefit the Health System.  Major donations of the organization to the Health System include:

· More than 80 home units for the Lifeline personal emergency response system

· Interior and exterior sign system

· Lighted signs on the South Tower

· Fountains in the main lobby and entrance drive

· Renovations to the hospital cafeteria

· Refurbishment of the Dr. Duncan Owen Chapel

· $125,000 donation to the First Adventures Child Development Center

Relationship of the Volunteer Department to the Auxiliary

Volunteer Services is a department within the Health System organized for the coordination of the volunteer services provided in the institution.  It is under the supervision of the Director of Volunteer Services who is responsible to Administration.

The Auxiliary is a self-governing community membership organization.  It works to assist the Health System in promoting the health and welfare of the community, raising funds on behalf of the institution, and performing public relations within the community.

The Department of Volunteer Services and the Auxiliary have specific, yet separate roles and responsibilities.  The two are not organizationally one.  They are not identical or interchangeable.  Their basic aim - serving the Health System is the same, but they travel different roads to achieve it.

Every adult volunteer processed through the Volunteer Services Department is invited to become an Auxiliary Member during the orientation process.  The only membership requirement is to maintain an active status, volunteering at least 8 hours per month in a scheduled service area over a 12-month period.

Volunteer Benefits

The CFVMC Auxiliary and Cape Fear Valley Health Systems reward volunteers with special benefits.  Benefits vary according to the various volunteer categories.

Regular Volunteer Benefits

1. Meal ticket furnished per four hours of daily volunteer service, redeemable in the Medical Center Cafeteria.

2. First volunteer uniform furnished free of charge after 50 hours volunteer service.

3. Free parking in the Medical Centers assigned volunteer parking lot when volunteering.

4. Free annual flu shot.

5. Invitation to attend special reception during Volunteer Week and receipt of Volunteer Week gift.

6. Opportunity to take in-service classes free.

7. Invitation to attend Annual Volunteer Christmas Luncheon.

8. Invitation to attend Annual hospital Picnic at no cost and receive a free logo item also given to employees.

9. Invitation to share Annual Hospital Christmas meal. 

10. Invitation to attend Annual Awards Luncheon.

11. Recognition pins awarded for hours of volunteer service to the hospital.

12. References given from the Volunteer Office for employment and school application.

13. The satisfaction and joy of service to others.

Lifetime/Auxiliary Member Benefits

Active – The same benefits as a regular volunteer.

Inactive –

1. Invitation to attend special reception during Volunteer Week

2.  Invitation to attend Annual Volunteer Christmas Luncheon.

3.  Invitation to attend Volunteer Luncheons throughout the year

Parking

Volunteers at Cape Fear Valley Health are permitted to park free of charge while volunteering.  

Lockers

For your convenience, we have lockers located in the Volunteer Office to provide a safe place for keeping pocketbooks.  Personal belongings of great value should not be placed in lockers as the Medical Center will not be responsible for lost articles.  Once you have locked your cubicle, place the key on your ID tag clip until the end of the day.  All keys should be left in the locks before the office is closed. The Health System cannot be responsible for theft or other loss of your personal property.  

Tax Deduction

Mileage incurred by volunteers in driving to and from the Medical Center is tax deductible under the current IRS rules.  

Service Awards

Primary emphasis is placed on service to others and the inner satisfaction of a job well done, rather than awards received for volunteer services.  However, service pins are awarded to regular adult volunteers in one hundred hour increments at the Volunteer Appreciation Luncheon.  After one thousand hours, they receive pins in 500 hour increments. Once a volunteer reaches 5,000 hours of service, he/she is awarded a lifetime membership.

  A “Volunteer of the Year Award” is also presented to one volunteer each year at the Luncheon.

Junior Volunteers earn their own special pins and guards based on the same hour increments as adults.  At their September Awards Banquet the top ten outstanding Junior Volunteers are presented special awards and the Junior Volunteer of the year announced.

Extra Credit for Hours Volunteered

A minimum of four credit hours will be given for special assignments, attendance at Auxiliary functions, and Executive Committee Meetings.  Double credit hours will be given for service performed on holidays observed by the Medical Center.  Volunteers shall also receive triple hours for helping with Auxiliary special fundraising events.

VOLUNTEER POLICIES AND PROCEDURES

Volunteer Rights

Every Cape Fear Valley Health System volunteer has:

1. The right to be treated as a co-worker.

2. The right to a suitable assignment, with consideration for personal preference, temperament, experience, education, and work experience.

3. The right to know as much about Cape Fear Valley Health System as possible, its policies, its people, and its programs.

4. The right to orientation and training for your volunteer position, thoughtfully planned and effectively presented.

5. The right to continuing education and communication on the job, including new developments.

6. The right to change service areas if the original assignment is unsatisfactory.

7. The right to be heard, to feel free to make suggestions, to be respected for an honest opinion.

8. The right to work in an environment free of harassment from visitors, patients, staff, or other volunteers.

9. The right to recognition in the form of awards and/or expressions of appreciation.

Volunteer Responsibilities

1. A volunteer is part of the hospital organization and is under all hospital rules and regulations, and is always subject to all proper authority.

2. The Director of Volunteer Services and the Volunteer Coordinator are responsible for placing all volunteers.  The volunteer should consult only with the Director or Volunteer Coordinator on matters of assignment or changes.

3. A volunteer is directly responsible to the head of the department to which he/she is assigned for the performance of duties. All complaints and problems should be taken up immediately, and only with the Director of Volunteer Services or the Volunteer Coordinator.

4. A volunteer is expected to be regular and punctual in reporting to assignments.

5. A volunteer is expected to keep confidential all information heard directly or indirectly, concerning a patient, doctor, or any member of personnel and will not seek information in regard to a patient.

6. A volunteer is expected to be supportive of Cape Fear Valley Health Systems.

7. A volunteer is to give the agreed amount of time to the hospital.

Dress Code

Volunteers should have a professional appearance.  Often volunteers present the first impression of the Medical Center for visitors.  For this reason volunteers should not chew gum while on duty.  Uniforms are to be worn by all volunteers while on duty in the Medical Center, at all Auxiliary sponsored functions, and at other times as requested by the Director of Volunteer Services or the Auxiliary President.  Your uniform and ID badge identify you to the patients, visitors, and staff as a part of the Medical Center team.

The Volunteer Department will furnish a uniform to all adults at no charge.  Women are provided a jacket or polo and men a jacket or vest.  

Our Junior Volunteers wear a polo shirt or t-shirt with the Auxiliary logo imprinted.  They also wear khaki bottoms, white or navy socks and rubber soled shoes. Pediatric volunteers wear a royal blue apron to help young patients associate them with non-medical personnel.  

Jeans, sweat pants and shorts are not acceptable.  Dangling jewelry, perfumes, colognes and fragrances of any kind are also prohibited.    Buttons and pins, other than Medical center name and service award pins, are not to be worn while on duty.  Your clothing and/or uniform must be neatly pressed, clean, and in good condition.

Volunteers may purchase additional uniforms at their own expense.  Contact the Volunteer Coordinator for assistance in ordering.  We feel it is important for our volunteers to look their best at all times.  Because uniforms do wear out over time, volunteers who have given over 1,000 hours of service are eligible to receive a replacement uniform at no cost.

Volunteer ID Badges

An ID badge will be furnished to you without charge before your first day as a volunteer.  Replacements will be at your expense and may be requested from the Human Resources Department.

You should wear your ID badge whenever you are volunteering on Medical center property or when you are performing work for the Medical Center off campus.  The badge is to be worn on the upper right hand side of your uniform with your photograph, name and department name clearly visible.

Attendance

Volunteering is a commitment.  Once you join our program, Medical Center staff will be counting on your help for the day and shift you have chosen.  If you must be absent, please call the Volunteer Office and the supervisor in your assigned work area to arrange for a substitute.  We suggest you make these arrangements no less than two weeks before you are scheduled to be absent.  You will want to keep a list of numbers for the Volunteer Office, as well as the number for the service area supervisor.

Any volunteer who is absent three consecutive times in a six month period without getting a substitute, notifying his/her supervisor, or notifying the Volunteer Office, will be removed from his/her service area.

Sign-In, Sign-Out

For liability coverage, we must know when you arrive or leave the building.  When you first arrive, be sure to sign-in on the computer touch screen in the secretary’s office.  Be sure to sign-out when you have completed your volunteer time.  If you arrive before or after office hours, you may manually sign-in.  There is a notebook at the Main Information Desk in the Patient Services Tower and the Information Desk in the Southeastern Regional Rehabilitation Center Lobby.  The Volunteer Department secretary records these hours on a weekly basis.

The computer screen will only be available during the hours when the Volunteer Office is open.  Use one of the two notebooks to sing in, if you will need to sign out after 5:00 PM.  If you have used the computer to sign-in, but don’t to sign out, the computer does not give you credit for the hours you have worked.  If you forget to sign out, please call the secretary in the Volunteer Office to correct the problem.

If you are volunteering with Stanton Hospitality House, Passport to Health or as a volunteer Chaplain, please sign in and out with the department staff.  The staff members in those service areas provide the Volunteer Department Coordinator with the total number of hours worked for each of their volunteers on a monthly basis.

We will keep a record of your hours on the computer and the number of days you reported to work.  Your mileage to and from volunteering is tax deductible.  

Escorting and Discharging Patients

Medical Center procedure suggests that all patients leave by wheelchair.  However, if a patient is strongly opposed to this and is able to walk, he/she may do so with the permission of the nurse.  Always check with the nurse first if you have any doubts.  Patients who drive themselves to the Medical Center and need assistance in leaving will be assisted by Security.  The volunteer should bring the patient to the lobby.

When escorting a patient for discharge, remain with the patient until he/she is outside the Medical Center.  The only exception is when a patient must visit the Financial Counselor.  At that time, return to the Volunteer Office or Volunteer Station with the assurance that the counselor will call you when the patient is ready to leave.

When escorting a mother and newborn baby for discharge, the baby must be held by the mother until they are outside the doors of the Medical Center.  Never take the responsibility of carrying an infant.  Volunteers may remind the parent of the North Carolina Child Restraint Law if there is no infant car seat; however, volunteers may not refuse to let the parent take the child home.

Confidentiality and Code of Ethics

A volunteer is subject to the code of ethics governing the professional staff.  The following information is strictly confidential:

· Health System Business – All business activities of the Health System shall be considered confidential.  If you are exposed to Cape Fear Valley Health System business information, you must not discuss or disclose such information to persons outside the Health System.  Within the Health System, discussion will only be with employees or volunteers whose jobs require such knowledge.

· Patient Information – All information pertaining to patients of Cape Fear Valley Health System is, by law, confidential and must be protected.  Discussion of patient information that is necessary in order to perform specific job duties will occur only in private places with appropriate individuals.  Volunteers should not ask a patient nor make inquires as to a patient’s condition.  Official inquiries form law enforcement agencies, news media, or other parties shall be referred to Patient Relations, Public Relations, or Administration.

· Employee Information – Employee information, records, and files are considered confidential and shall be divulged only to those having an official need to know.

· Recommendations or Advise Regarding Physicians – You should not, under any circumstances, make recommendations or give advice to patients or visitors concerning the selection of or performance of a physician or other healthcare professional.  Volunteers failing to adhere strictly to this regulation will be asked to resign.

Corporate Compliance 

The Confidential Message Line is 615-6140.  The primary purpose of the confidential message line is to allow  you to confidentially ask questions and/or raise concerns  regarding business and billing practices, perceived questionable billing related activities, and potential violations of ethical or lawful business practices.

Criminal Background Check
Completion of a criminal background check is required of all adult volunteer applicants.  The security check shall include a search of criminal court conviction for at least a seven-year  period from the clerk of courts.
If a previous conviction is returned that the applicant did not indicate on his application, he will not be offered an opportunity to volunteer.  (Convictions of traffic violations will be reviewed on an individual basis.)

The Role of the Volunteer

The Cape Fear Valley Health System Volunteers perform numerous services for patients, visitors, and staff.  These activities range from fund-raising for Health System equipment to giving information at various desk locations, escorting patients, and assisting in the gift shop.  The role of the volunteer is to provide adequate, competent volunteer services to meet the needs of the Health System and to work within Health System polices and standards.

Types of Volunteers

Volunteers may serve Cape Fear Valley Health System in one of the five categories listed below:

1.  Regular Volunteer/Auxiliary Member

A regular volunteer is any volunteer:

· who is serving at least 8 hours per month in an  assigned shift of a department in the Health System.

· who has an application on file in the Volunteer   Office.

· who has completed all of the necessary orientation and screening requirements.  These volunteers receive full benefits.

2.  Lifetime Volunteer/Auxiliary Member

A Lifetime Member is any active or inactive regular volunteer who has given a total of 5,000 hours of volunteer service to Cape Fear Valley Health System.  These volunteers are invited to all volunteer special events.

3.  Community / Group Volunteer/Non-Auxiliary Member
An individual/group community volunteer is any active volunteer serving less than 8 hours per month of an assigned shift in a department of Cape Fear Valley Health System who is assigned to volunteer for a special function or event only. 

These volunteers will receive free parking in the visitors parking while volunteering at the Health System. All other benefits will not apply to these volunteers 

4.  Junior Volunteer/Non Auxiliary Member 
A Junior Volunteer is a teenager between 14-18 years of age.  He/she must be 14 by the second week of June and have completed the eighth grade.  Junior Volunteers are interviewed, screened, and selected by the appropriate Volunteer Coordinator depending on which campus they wish to volunteer. These volunteers must attend Junior Volunteer Orientation each year and complete a competency based orientation test.  These volunteers are subject to all benefits of regular volunteers except invitations to Auxiliary Special Events.  Junior Volunteers are given their own awards ceremony.

5. College Student Volunteer/Non-Auxiliary Member
College students who wish to volunteer to gain exposure to the hospital environment are invited to become part of the College Student Program.  They  must go through the regular volunteer interview, screening, and orientation process with the Volunteer Office and wear the on-site uniform.  These volunteers are not eligible for hourly pins.  College volunteers are invited to the Volunteer Week Reception, but not other Auxiliary Special Events, and given the Volunteer Week gift.  The Volunteer Office will furnish a letter verifying the hours served upon request.  All other regular volunteer benefits apply to these individuals.  Becoming a college student volunteer is not the same thing as an internship.  Internships are arranged by schools with the Human Resources Department.

Employees As Volunteers

An employee of the Health System may be a volunteer as long as his or her volunteer duties are different from his/her employee duties.

Volunteer Recruitment and Acceptance

The volunteer policies, rules and regulations of Cape Fear Valley Health System have been developed and approved by Health System Administration.  All policies are important to each volunteer in performing his/her duties and should be recognized as such.  The primary objective of Cape Fear Valley Health System is to provide the highest quality care through an efficient and professional staff of both employees and volunteers.  To meet this objective, it is necessary to have a harmonious and competent organization, which encourages volunteers to work cooperatively.  Therefore, it will be the responsibility of this Health System to implement practices that assure fair and equal treatment of all volunteers.  In carrying out this responsibility, our acceptance policies are as follows:

· We shall recruit and accept volunteers for all positions without regard to race, creed, color, national origin, handicap, sex, or age.

· We will base decisions on volunteer placement solely upon an individual’s qualifications for the position available.

· We will regard each person with consideration, respect, and dignity.

· We will provide complete orientation and induction procedures for all new volunteers.

· We will train volunteers in their positions to produce maximum effectiveness.

· We will provide a safe and healthful volunteering environment.

· We will observe and follow established complaint procedures.

· We will give all volunteers an understanding of Cape Fear Valley Health System’s role in the community health program so that they can take personal pride in their contribution to that objective.

Application, Orientation and Training

The first step to becoming a volunteer is completion of an application form.  

The second step is a scheduled interview with the Director of Volunteer Services or the appropriate Volunteer Coordinator.  Once you have been assigned a service area, a member of the Volunteer Department staff will arrange for your orientation and training.  

The third step is to have a health screening through the Health System’s Employee Health Department.  Volunteers working with children in the Health System must also complete the health exam for employees and are offered the Hepatitis B vaccine series.

The fourth step is attendance at the Health System’s Employee Orientation offered on alternate Mondays.  The class will introduce you to Cape Fear Valley Health System, providing information about its purpose, philosophy, and   policies and procedures.  

Upon completion of the Health System’s Orientation session, as a regular volunteer you will need to schedule an additional orientation with the Director of Volunteer Services or appropriate Volunteer Coordinator.  This  orientation will  introduce you to the policies and procedures of the Volunteer Department.  During the informal Volunteer Orientation Session, you will receive your trainee uniform and instructions for the service area or areas you have chosen.  Some service areas, such as NICU Volunteer Cuddlers, Pediatrics, and Patient Rounding, require additional in-services.  The Director of Volunteer Services or Volunteer Coordinator will inform you of these requirements during your initial interview. All new volunteers must work at least once with an experienced volunteer or staff member before serving on their own.  The first 50 hours of service is considered a probationary/training period for any new volunteer.  

Applying for the Junior Volunteer Program

Any student between the ages of 14 and 18, currently enrolled in the grades 8 – 12, is eligible to apply for the summer Junior Volunteer Program.  Teen volunteers may request an application for service during the month of February.  An application form and two teacher recommendations and a principals recommendation are required of each interested party, as well as an interview with either the Cape Fear Valley Medical Center or the Highsmith-Rainey Memorial Hospital Volunteer Coordinator.  Applicants are selected on the basis of all of the above.  Once selected for the program, the applicant must attend an orientation and training class conducted by both Volunteer Coordinators held at the end of May.  In addition, he/she must complete a written “Competency Based Orientation Test” prior to the orientation and a “Volunteer Core Competencies and Performance Criteria Evaluation” following it.

Probationary/Training Period As A New Volunteer

Your first 50 hours is considered a probationary/training period.  This period gives you an opportunity to become accustomed to your service area duties, responsibilities, and a new environment.  This will also give you the chance to decide if you want to remain in your assigned service area or make a change.  At the conclusion of your probationary/training period, you should contact the Secretary in the Volunteer Office or appropriate Volunteer Coordinator. After successfully completing your probationary/training period you will be given your own volunteer uniform.

Annual Performance Appraisal

Each year, the Volunteer Office will work with you to complete a Competency Based Performance Evaluation.  This evaluation affords you and your supervisor the opportunity to review the duties in your position description.  You will also have the opportunity to evaluate the service area in which you work and offer suggestions for performance improvement.

Exit Interview

From time to time a volunteer may choose to resign from the volunteer program.  Prior to your last day as a volunteer, the Director of Volunteers or Volunteer Coordinator may contact you for an exit interview.

During this interview, we want you to give your honest opinion of your volunteer experience at Cape Fear Valley Health System, and any recommendations you have for improvement.  The information obtained during the interview will in no way affect your volunteer record.

Holidays

The Medical Center recognizes and authorizes reduced services for certain departments for some holidays.  Volunteers are allowed to be out on the following major holidays:  Thanksgiving Day, Christmas Day, New Year’s Day, Martin Luther King’s Birthday, Good Friday, Memorial Day, Independence Day, and Labor Day.  If the holiday falls on Saturday, Friday will be observed as the holiday.  If it falls on Sunday, Monday will be observed as the holiday.  If your workday falls on one of these days, you do not have to report to work or get a substitute.  However, if you do report to work on one of these holidays, you will receive double hour credit.

Smoking Policy

Cape Fear Valley Medical Center is a “smoke-free environment.”  As such, employees, volunteers, students, physicians, and visitors are not permitted to smoke inside any Medical center facility, or at public entrances.  Likewise, smoking is not permitted inside any Medical Center vehicle.  The same prohibitions apply to the use of chewing tobacco, snuff, or other related materials.

Drug-Free Workplace Policy

Cape Fear Valley Health System has a responsibility to the public, its patients, and to its employees and volunteers to deliver services in a conscientious and safe manner.  In order to help ensure that this responsibility is met, employees and volunteers must serve free from the effects of alcohol, drugs, or other substances that impair their performance.  The Health System strictly prohibits the unlawful manufacture, distribution, dispensation, possession, or use of any intoxicating alcoholic beverage, illegal drugs, or prescription drug not medically authorized, while on duty.  This also includes any substance that may impair volunteer performance or pose a hazard to the safety and welfare of the employee, volunteer, or others.  Failure to adhere to this policy shall constitute just cause for disciplinary action up to and including termination of volunteer status.

Inclement Weather

Volunteers are also not expected to come to work if the roads are hazardous from snow and/or ice.  However, we welcome anyone who has access to four wheel drive and can make it on those days.  Volunteers will receive double hour credit if they do come to work.

Volunteer Services Phone Numbers

At Your Request Line (CFVMC)

615-6121

CFVMC Volunteer Coordinator


615-6117

Director of Volunteer Services


615-6747

Gift Shop Manager



615-7901

HRMH Volunteer Coordinator


615-1129

Magnolia Gift Shop



615-7902

Volunteer Department Receptionist

615-6783
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