NORTH FULTON REGIONAL HOSPITAL

ASSIGNMENT SUMMARY
(Job Description)

TRANSPORTATION VOLUNTEER

JOB TITLE: 
Transportation Department Volunteer (T)
REPORTS TO:   
Transportation Chairperson
JOB SUMMARY:

Volunteer is responsible for transporting patients to and from rooms and treatment areas, discharging patients from the hospital, and miscellaneous delivery of items to various departments or patient rooms.
SPECIAL REQUIREMENTS:

Ability to follow directions in transporting patients as directed by the staff.  Must have a general knowledge of the hospital floor plan.  Should demonstrate the skills needed to provide quality care and appropriate support to all patients and visitors.  Must maintain patient confidentiality.
DUTIES:

1. All calls are received in the Volunteer Services (Transport) Office located on the 1st floor next to the PBX Office.

2. Calls must be recorded on the daily log with the following information completed;

a. Time of call, name of caller or department

b. Patient name and room number

c. Task requested

d. Equipment required (i.e. wheelchair/cart/stretcher, etc.)

e. Destination

f. Name of volunteer completing the task

3. When transporting a patient, always introduce yourself and tell the patient where they are being taken.

4. If the patient needs assistance, a staff member must be present to provide the necessary help.  A volunteer is not to lift or support the patient.

5. If the patient is not properly attired for transporting, notify a staff member.

6. Wheelchair Patient – generally one volunteer can handle the assignment (unless the patient has an IV pole or oxygen tank).
a. Volunteer will position chair, apply locks, and lift & reposition foot rests.
b. Staff will place patient in wheelchair unless patient is ambulatory and able to do so on their own.
7. Stretcher Patient – two volunteers must push a stretcher.  Three may be necessary if the patient has an IVAC or oxygen tank.

a. Volunteer may assist only to position a stretcher or hold it steady.

b. Staff must place the patient on the stretcher.

8. Ambulatory Patient – one volunteer may accompany the patient.  If distance is lengthy, ask if the patient would like to use a wheelchair.

9. If a volunteer is concerned about the status of the patient, do not hesitate to discuss the concern with a staff member before transporting.

10. Transporting between hospital departments:

a. Obtain records (chart) from the desk & sign the patient out in the log book.  Be sure to give the records to the appropriate hospital personnel only – do not leave the records with the patient.

b. Always face the patient forward.

c. Enter a closed doorway by pushing it open with your back.

d. Never leave a patient unattended in a wheelchair or on a stretcher.

e. Always have a staff member return the patient to bed.

f. If a patient is being transferred from a CPC unit, a nurse must accompany the volunteer on the transfer.

11. Hospital policy requires that all discharges be handled through the Main Lobby entrance on the lower level ONLY.

12. Never transport an ISOLATION patient or enter a room with a STOP sign on the door.  (This patient may have an infectious disease.)

13. Never discuss a patient’s condition, doctor, or medical information with family, visitor, or patient.

14. If a transport patient is not ready, the volunteer may leave the transportation vehicle with a staff member, and politely ask to be called when the patient is ready.

15. Miscellaneous duties include but are not limited to the following:

a. Delivering specimens to the Laboratory

b. Carrying food trays to patients

c. Taking items from Materials Management to the various departments

d. Transporting medications from the Pharmacy to the Nursing Units

e. Delivering flower arrangements or food baskets to the patients
f. Taking mail and email to patients

g. Delivering patient chart information to the nursing units when requested by Emergency or Admissions

16. Maintain confidentiality by avoiding discussion of patients, hospital personnel or hospital policies.
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