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Hospital Admin Service Volunteer – Key Tasks and Operations Procedure  
Key Tasks on Inpatient Wards
· Answering phones / taking messages
· Directing people coming to the ward 
· Noting contact details for patients and tidying notes 
· Filing and Photocopying 
· Booking hospital transport for patients being discharged 
· Contacting families regarding discharge
· Undertaking patient surveys to understand the experiences of our patients
· Support patients to use iPads to contact family and friends
· Assisting with running tasks such as collecting medications from pharmacy or collecting equipment from other departments
· Volunteers on inpatient wards can also choose to undertake some or all of the activities of Mealtime Companions after receiving additional training.

Key Tasks in Other Departments
· Telephoning patients ahead of their outpatient appointments to check that they are going to attend
· Volunteers in Bowel Cancer Screening remove sealed sample tubes from packaging, ready for analysis by machine
· Volunteers in the Orthopaedic Check & Consent Clinics co-ordinate patients seeing Clinicians and Physiotherapy staff in preparation for surgery
· Volunteers on Ash Ward (renal dialysis) may also assist by
· Making up renal packs
· Serving tea and biscuits to patients 
· Assisting booking of hospital transport and inputting patient’s vehicle registrations for parking purposes
· Talking with patients during their treatment

Operations procedures and guidance 
· Ensure that long hair is tied back, and that you adhere to the “bare below the elbows” policy at all times. With the exception of a wedding band and small stud earrings, no jewellery or watches are allowed. 
· Upon arrival at the department, please report to either the Ward Clerk or the nurse in charge and introduce yourself as a volunteer for Hospital Admin (Please note, there may be a short wait to speak to the nurse in charge, so we would ask for your patience)
· Take instructions from the area representative as to the tasks to be covered in the shift
· Do not lift or carry patients, accompany patients to the toilet or help patients in and out of bed.
· Don’t offer medical advice if asked and don’t answer any medical question, instead, refer them to a member of staff.
· Maintain patient confidentiality at all times. 
· Don’t share your personal contact details
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