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HANDBOOK

Annual Volunteer Training Review Guide

Locations Served by Volunteers
(Volunteer Services Phone Numbers)

Breton Manor Fulton Manor and
Volunteer Office at Raybrook Manor Care Resources
LI ]
Faith Hospice at Raybrook Manor and Corporate Office
Trillium Woods and Rehab Dimensions
O (G 1 5 #,. /7
+, — LI ]

All of our volunteers are required to review this booklet thoroughly every year. You will be
sent a reminder letter to do so every year that you are an active volunteer. That letter will
need to be sighed and returned to the volunteer services department where you volunteer,
by the deadline specified in the annual letter. (0The timing of the reminder letter and
deadline to do the review, may vary from year to year, based on the type and amount of
information that may have changed and need to be communicated to you.] This is a
regulated requirement of our volunteers, and so we respectfully request your prompt
attention to this annual mailing or we risk losing you as a volunteer.

If you have any questions, contact your volunteer coordinator. Thank you — we value what

you do and want to be sure you have the information and training necessary to be a
successful, satisfied volunteer within Christian Living Services.
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VOLUNTEER ORIENTATION

As a new member of the Christian Living Services helping network you may be unfamiliar with some of
the things you will encounter here. This handbook is filled with INFORMATION, which will introduce you
to us. We have tried to address some of the questions, which may arise concerning your volunteer
work here.

Volunteer Department Mission Statement:
= <ol &"(( < & / . f 7,y v T, " S T
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About Holland Home

The first Holland Home was founded in 1892 for the purpose of serving some very “special” people -
the older adult Christian community. Today the Home’s facilities, Breton, Fulton, and Raybrook Manors
continue to offer comfort and security for the residents. Raybrook Estates and Breton Woods are also
part of Holland Home. These condominiums provide elegant living combined with the security of
knowing that care is available as needed.

Home care of Holland Home provides services, which enable residents and people in the community
to remain in their places of residence with the level of assistance that they need. Faith Hospice
provides services for terminally ill persons living at Holland Home as well as in the community. Rehab
Dimensions provides physical, occupational, and speech therapy to Holland Home residents, as well
as many clients in their own homes in the community and in other long-term care facilities. Care
Resources provides programming and care for individuals in a daycare setting called ‘PACE’, located
at Fulton Manor.

Mr. David Claus is the president and Chief Executive Officer. An Administrator with a trained staff and
team of volunteers who keep things running smoothly heads each Manor. Resident Advisory Council
evaluates programs and operations at each Manor. The Board of Trustees oversees all activities. The
Board consists of capable individuals who provide a variety of valuable experience to the Board. The
Holland Home Guild is an organization whose purpose is to promote Holland Home in the community,
to organize fund raising activities and to provide services which enhance the life of the residents of
Holland Home. The Guild Board oversees all the activities and appoints volunteers for the various
committees and projects that they

approve.

We have a lasting commitment to quality service and care. With the combined efforts of the Board,
administration, the staff, the volunteers and the residents, we will continue to be a model of
excellence for years to come.

Our Vision
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Our Mission

In fulfilling God’s calling to serve others, we will:
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What Volunteers Can Expect
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In addition you will receive the following:
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CONFIDENTIALITY POLICY AND PROCEDURE
Definition: In this policy, employee also equals volunteer, contracted staff and students/interns.
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GUIDELINES FOR VOLUNTEERS
Volunteers are expected to adhere to policies and procedures.

ALL VOLUNTEERS MUST WEAR NAME TAGS WHEN ON THE JOB.
THESE WILL BE ISSUED AT THE TIME OF ORIENTATION.

DRESS CODE

8 ", D 1 B S A B , (7« &
gt < ' D IR A L .
<Th e 7K R S - g & F" . 7D . 7 bW
"T7T S

* H™e&" $ DT D I L A & & $ D
S & " V7 oet. < / -

TELEPHONE USE

1 & GEDEL T (& TR T D D7) > &
.k > - 7,778,

GRATUITIES

o # > gb: 7 bz TTT $Y oD (& T, ot k(D) & w8 D
D 2PN A Y- (AL % T I T - - LD )
g &, ot 7 7y, &% <k 1 <7 & C((t7

SMOKING

« 2 ( (TTMREYT oS /zo&t 7T (08 & (.77 b "7

(0 (TR R < A7 &S b
SOLICITATION AND DISTRIBUTION
. L4 " /I TR N S I ""7ehy & b 7 D T P, <i7 &
$ <

o R b (%0 STt BT RTE L7 LS b

LOST AND FOUND

c (& ¢ LT g : & ( "ot Szt "<
. & . & - b 7 88 % A (A " b
@ (

PARKING

I RS DWB. "7 < b "7 (T, 8 w7t (
$" /o

o TU/rig$s e &t (& otk $ D

Revised May 2010 Page 6 of 20




SAFETY
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Communication With The Confused Person
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PATIENT RIGHTS AND RESPONSIBILITIES
The patient/family/caregiver are informed of their Rights and Responsibilities prior to onset of
care. Our staff protects and promotes the exercise of these rights.

The patient has the right to:
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Complaint Procedure as outlined in Admission Booklet:
($ - D> 7 - & < . B (ED I I A T 76 ) R/
& 7 —=wi7reto 7 "D $H * b D> - Thé
' 7 08" & 78 ) W 7% & i, D - 7"
DY o, |( U & < 768 ) (&&T®(T7Y D AL B
i7 527 > $ ) - D)) 3" =D$% 3 ;i "D

$ ne vy gt

Revised May 2010 Page 10 of 20




ABUSE/NEGLECT

Definitions:
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CONFIDENTIALITY

Health Insurance Portability and Accountability Act of 1996 (aka HIPAA)
Any and all personal information you learn “on the job” must be kept confidential.

What is HIPAA?
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HIPAA mandates:
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Certain individually identifiable health information is considered protected health information
(PHI) and includes:
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Why Is HIPAA Necessary?

8 7 7t <7 D)y Tt D$TT 7 7" &)k ( o

b7 %6

R ( o7 oy nESI7T 8 LS YRR T
S BN (D R B S A T R . SRR S VAR ) T= S . SRl N A~ 3 .
2 <7D i 7 DO% BT ($™ 7 &

Revised May 2010 Page 12 of 20



e 7T e & (7 w7yt B &( & <7 & " NAALD YRR Y1
wgny g

« 9% ( DMITETT D)) T ] 7 ik gt P g

o U7/ o(&T BT ( 7 007% % tDotootdws (0t ottt a7

B AL S YU SREE S A % SR LY & A Y- B AL S &

T T A PR (Y o e o
2 e e e wy vgs 7 4
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Who and What Does HIPAA Affect?
e 3 7T $ << &
° 3 e $ e &

- - U7 &= /7

e D% , ¢

. T W7t g

e (V& &T 7 TR &

T L (WY

e (D"V &E D)< &
. 47 BTE &

c 9 B &

How Do We Ensure Privacy Standards?

2Dk "k $ 7 S T A S (=R 7 T &7 Y, D) 7 TG <
- &Lk -,3 " 3D (- ook, 70 L I S R
(v
Office:

s C((t7 7/ " &

e hog™ /s %

e L&/ B (M7 &/é

e k& &z " & 7 o & ( /",

o AWH & 7 ™ : 7 Bt 22" ( &/

o AW & ' ' ' (7

o 2 &"((": 7 (¢ YL, e N7, $ b

. (o D I B7 & + $ " "&
Electronic:

e - % /&Y ) b - $ U &t (D)% -7

' B & "((
e C 77 & Y ( D™d $ () / &
e — % &7 . 7" ol (G ( S (D
Y /1 7 ) bt 7
e — " 7)% &7 {{ /&8y % (- (,

e FC& "™ - ( 7 & = ($"& E& *>7

VIOLATION OF HOLLAND HOME POLICY “PROTECTED HEALTH INFORMATION-STORAGE OF ELECTRONIC
DATA” CAN RESULT IN DISCIPINARY ACTIONS UP TO AND INCLUDING TERMINATION OF EMPLOYMENT OR
VOLUNTEER ROLE.
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When Can Information Be Shared?

2 & (Y (C D"t ® R -, 74 7 6P &
$ & Tk S & = 7 & - "3 7, ) N ) B A
$ "1 & 8C 67 b P (- 6

LI D } ST R 7 & ( D $.)D) Y $ "%
without authorization {( %7 & ®& ™ $ D oy ot IBt R
7)) f, &&TE DY v - A 7 3 " 3> "™"7
A ( VAR ‘WA & <7 &' " attempt has been made to obtain the
clients consent to the disclosure.

LD } 3", . WB7 & (G 11D 1D I i & (4 &h < <
7Y @7 $'.)) ( " 7' if the client is notified and does not object to the
disclosure.

. > 7, ") & "ty & 7T LY DT |( D ) D>, - BT &
T D% kDO S Y A &7 & 8 & e L,
ST < L, (")

Definition of TPO 18 ™ D) ) 3T =" CE OTE &

e 8 ) P <i& 7 Bty D I ) «( = 7 " ' & <i7 &
7 & " - $ < & ho: YT ( " (™7 '
$ < ( R A

e ")) 6 TTIEE & "/ - $ « . &) ( Y A
V7% : Db TR & (0 bbby, 7 < Yo Ay 7 7hH TTIV G D) 7T

7 &, D 1IN B B KiB™" & <

e 3" =" C$ T v 7 &E( 7% && 7 &> "H, V& &) OD$ <)
VASTI < b 7 D)% 7 > UHETTTY & ( ' 7" $ (& &
7 74 : o () T DA <7 & T R o (7 & L8 &
$7 oo < %) : Yo T T )R T T KEY &

Holland Home HIPAA Officer: 8 **7} * 235-5233 D 954-1541

What Are the Consequences of a HIPAA Violation?

e (, B A T VAR VAR T & ( %7 jzrrommooom Dl ( 77 &
$'F b (DT TS B, et DS, )%, K& >4 i(,
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D I ) b7 (AR T DI & ( %7 %zt
& & &P </ (D )%, @Y7 & $ 77
e 3 7T R > $ 7 "y U $"7, - T &
( "< )
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Revised May 2010 Page 14 of 20



PATIENT SAFETY

Suicide Precautions:

2 <% E D> & U (& 478 ™ ] § D & . $
D 2 ) K7t > 7 ' $h e bo$ a7 ",
$ " E & (DL, D) D& e, b $T
Incident Reporting:
e 2 4T (¢ et , 77 7 < 7 " 7 7 " &/ (
o, by, - 6% & ( 77 7 847 6
. (S5 - ) oo,
. wye " $ $ .
e 2 < & 7D &7 %o A ) 7 D$ITTY &
o T HELE7TT o b D,
. < W7 VT & b 7%, 8 &
) ) D 7 Tt <7 ("t &
LI 12 =S o (R - & ("7 s
e 9 &M 77 7 &
L A T4 I T ¥4
.« vy
In the event of a patient occurrence:
e 1 & i, F & ' ™: g ' e o 4 7
e 8 Y e HTT L, P i ( $ D &
7 &8,
e 1 D I 7 7 )% Occurrence Report Form | /i
o ( 77 VA I 1 F & " "z ( <l
e * 7> & ' ( 77 7 % $y o @kTYYTT 7
e 1 & 7)) = 77 7 $ 7DO% 24 $Th 07T
7
EMPLOYEE SAFETY
General Safety In and Around the Facility:
s H#$ T, b & T ¥ $/H kot ot/ Tt TR
<7 &
e #$ LSBT &7, < & 7 ": & ED" "
e H# P 7,85 &t BT/ & "/ LG TR, <7 &
s #S$ T, & /h - b SE & T, <7 %
s # 3 -/ ETTV/ l & "ThY <i7 &
o # ( R (G Y 2SN 4 7" > - 7,7 $" & " 6%
oYy 7, b (""7hh
e 1 & & EAD JN B &&™ b o: & &v7 vzt & 7 e
1 & -y T7Ee L ) ' $ & ' .
( D)=<«x et 1 &é& B $ h & "f (
VAR 7/ T D& < &
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WHEELCHAIR SAFETY

Important to Remember:

e + & & &7 > . 0t b7 7 . L)

- 5 VAR D I T - : " & &8 -, P &b
e 8 $ &% mustnot7 " $ &

. 7R T e B 9 6B

« 2% & _& IR AL

S 6.7/ S & & S oy g 7/ (
7

. 2% 4 7MET S D 7D T W s T

o+ & AR S S e TR S a ( &

d>< & 7™ B s <

. + & g 0 &5 ((( B - 7

. ' O Al Y A A TRy ALBI &

e b DT, $T & &S T, ORI

Transporting Down a Ramp:
e 8 7 "%t Y /4 S A & L 7"
(A ] $ % - ll7/ LA
o This allows you to control the chair, and prevents the resident from tipping forward
and falling out of the chair.
0 Keep close to the wall rail, if available.

Entering An Elevator or Passing Through a Doorway:

e A I b (& "™ B 70y %,
Potential Hazards - Surroundings and Uneven Floors:

. 7y & 7 L& "o & & &

o x4 gt & 7$s " ( %=
e 8 )% ETT S &

e I & t&

« 5i & &7 &

s 2 D" & <" %

e F< "™ D% & < <z €0000

FIRE SAFETY

Patient, visitor, and staff safety always comes first:

R.A.C.E.

e RP#&7 6 < ™, | ST, (G g (¢ &

« AP2 27" G " T e$ .6 g 7 $ & &

e CP— "™ — & ) ¢ w7

e« EP 61 :WRE<'7™ ¢ C , "™ D$ 64 : &4 : ¢ W, (7 ¢
b, SN g (& TT & <7 UV (L b sw b7y () 7,
$ &

. V7 e (D) - 7.8 & ,t &7

« T THOD hozg g S B
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HAZARD COMMUNICATION

Material Safety and Data Sheet information is available to staff 24 hours a day,

seven days a week.

> 2, ", 7 *h( D" % . $i
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INFECTION CONTROL

If you are sick, please call in to the volunteer coordinator and wherever you are expected to
work to report your illness and cancel your volunteering until you are well.

Standard/Universal Precautions are used when providing any patient care:

Hand Hygiene:

. I LU € S T LI 8 7 &
e 27 e o EB & ST B B
. SET D7 e TS . hooooh = &b ) F(GT
e " & T 7 >1$) & & " UEE B g "
- " - (b8

o I <

o] "o/ v - &E "7 b

o 1!
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What to do if you have an exposure to blood and/or other body fluids:

e F &vr/ $ 6 "&b &S N
e $% & & ) " E -/ A& '
. , &6 b bzt yo7ot &k & b bRzt o&
e #3$ T, ( Y.oo< R T I A A
Respiratory Hygiene/Cough Etiquette:
. (EST Y eE<RE & T 7" & kP & & &
VAR B
e F 7 7 BT & oML (0 KBS T (&
. C(EST Y B & 7" ' , oA (7 I
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o AMWE & 6 h.Wb oz &z & (&t O,V (7H T 7 't
DIID I ( (D>%$"
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Organisms that are implicated in transmission through droplet means may include, but are
not limited to:

e + "% e + $ &8

. ( B <i &

e 2 <t &

e H# I <t &

e F W& ™) b itk F bozhy &
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Airborne organisms that are implicated in transmission through airborne means may include,
but are not limited to:

e # . T4 &) "

e 1MV7 < & 747/ $6

« L7 T VD) LT & I )

« 2 S M.,e< "7 ST L8 ) 2% " &< "7 S
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Symptoms which may indicate an organism that is implicated in transmission through
airborne means may include, but are not limited to:

. <
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CORPORATE COMPLIANCE

A corporate compliance program is a system which is designed to detect and prevent
violations of law by the agents, employees, officers and directors of a business.

Corporate compliance:
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How does Corporate Compliance Work:

° - (— 7 " it v 7 &= 7hey & " & &P THHT T TRk T "k
I 1 I - f7et 7' 7TDE TS s, ¥ &
$ a7t et < & , Bt

e — $ T — DT C(H7 # &S . ( < $ - D) bbb <ghzty oo
$ <& $ $ & $ $7 " $ ¢ P < 7 »
- D$I" 7 = D ( 3 " 3 + " (8 & &

D
« #$ L 7TTWETW, $ 7 D%, &( D> T¥i o ( $ t: 8 ™
RN SRRLELEE T N 4 . (¢ E w7st ( $ 4= 7 D8 7 4
- (" " 3 " 3D 5k . & 7,8 78 D%, &

o L& D b < lETE (Mt s TS S-S T (7 v D !
d LR S AL LI A - 5 TN S N SO X FLLENNNE- S X3

o 1L "y o: —D$IT 7 T I3 T 3D bt/ RT$ET, UTY & (
D7 7% (¢ 3" 3> D%, " 1 L

— st DS T 7,
e —  T7i 27% 3 ™ 3 )  bLiE 7 Th UTH (G (TTY &YT b -
B7IBE ", T et e (( &%) O e 7
. gy oo o0 77 e ey e wT

What should be reported:
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What is not reportable:
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o ®': D> &V D%, &
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How to report a violation:
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General Statement:

(G (G 1D 1D TN T , 7 k b7 gk & " 88
$F & (e &7 [ 7' D)) o7, b &R

76 7 & "Ik ¢k &, ( 2 Dk ik "y 8 &P &, & <&

7 & Tk &BP T A T (R A B | - X $ 7, 2 :
7 ) &" 6% 7 - (¢ Yoo 7, T tEsDT, k& <7

S BT (D 112N 2 - (D N { &7 &8 ( 7 $ - D& 8 ba ok
$ $"F 0 ECTNLE7TT i Y oz - VAR T VAR I

& (T ( 7 DD i< T <7 D I AR ED 1 B

$ THIHIT$S LT W 6

e <, (t ®wY™ DI 7 (¢ P, (BT & (e T & ((

e UL S ( 768 b . & 7 < $ - R 67 $1 &Iz .
$ i > &4 ttop oo B T T A (. 77t 7 (W7 &k Y7 7%
L, . gl -

e $ 7/% 7R DT o TS, T & < 7 ($"
$ ( 7 & $D", 7't 7 & th k% $F 0 =- &8 &? 8
$F &= & H &7 % D -, 8 DTk & T, <& T &

PO (e Y- & < & " (C 7% ™ >"%, (¥

e 8 7 D & <& ("7ey &7 & ( VAR S TS ( (R M-
7 & "y (D"t (PTG

s 277 & 7 DD @7 & "k (7FH % : >, @®DHY T
& $ <k 7 < L& e & 7 D

My Initials Date Reviewed Confirmation Sent Reply

This table is for your own review and tracking. Keep this on file and sign annually as proof you
received your letter, did the review, and returned the letter to volunteer services.
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