All volunteers need to be trained in 10 different topics before beginning their volunteering
at EvergreenHealth Monroe.
Here is the list of educational content and quizzes for volunteer orientation
1. HIPAA
2. Tuberculosis
3. Patient Safety Education
4. Age Specific Competency
5. Code Amber Alert Training
6. Environment of Care (EOC)
7. HIV AIDS & Hepatitis Education
8. Bloodborne Pathogens
9. Heart Attack and Stroke
10. Hypoglycemia

Please read the information and complete the online quizzes.

(HIPAA) TRAINING
Volunteer Privacy & Security Health Insurance Privacy & Accountability Act
What exactly is HIPAA? (Health Insurance Portability and Accountability Act of 1996) is United States legislation that
provides data privacy and security provisions for safeguarding medical information. HIPAA ‘s original purpose was to
make it easier for people to move from one insurance plan to another as they changed jobs or became unemployed.
Why are privacy and confidentiality important? Patients have the right to control who will see their protected health
information. This means that communications with or about patients involving patient health information need to be
kept private and limited to those people who need the information for treatment, payment, and health care
operations purposes.
What is considered confidential information? Confidential information includes patient identity, address, age, Social
Security number, and any other personal information that they are asked to provide. It also includes the reason a
person is sick or in the hospital, the treatments and medications he or she receives and any other information about his
or her condition or past health conditions. How is patient information used? Patient information is used for the care of
patients.
Who is authorized to see patient information? Only people, who need access to confidential information, will see
patient information, in order to do their job. Volunteers will not be given access and should not attempt to gain access,
either in the computer or on paper. Whatever you see, hear or read in the course of performing your volunteer
opportunity, you cannot share the information with anyone, including co-workers, other patients, visitors, or anyone
else who may ask you about it. If patients talk to you about their condition, you must remember that they expect you
to keep it confidential. It’s important to realize that protecting confidential information is a responsibility that the entire
workforce shares, including volunteers, regardless of whether they are directly involved in the care of patients.
Case Scenario #1 you’ve heard on the news that a famous person is in the hospital.
Q. Is it okay for you to ask around or look for records about this person?
A. No. If you look at patient records to satisfy your curiosity or for any other non-business reason, it is cause for
dismissal and possible legal consequences.
Case Scenario #2 you realize that a neighbor or friend has been admitted to the hospital.
Q. Is it ok for you to tell your family or other neighbors?
A. No. Any information you learn as a result of your duties at EvergreenHealth Monroe needs to be kept
private.
Other typical ways to protect confidentiality: Employees who use computerized patient records must not leave their
computers logged in to the network when they are not at their workstation. [This includes the Information Desk
Computers. Do not leave patient names on the screen. Clear the screen after looking up the patient.]
Sanctions for Violating Privacy Rules EvergreenHealth Monroe has policies regarding sanctions for members of our
workforce who break our privacy policies, up to and including dismissal. In addition, there are potential civil and
criminal penalties for breaking the HIPAA privacy or security rules. Civil Penalties are fines of $100 per violation per
person up to a maximum penalty of $250,000 for each identical breach. Federal Criminal Penalties for wrongful
disclosure include not only large fines, but also up to ten years in jail. These penalties can be levied against the
individual as well as the organization. Reporting Violations You are encouraged to report violations or suspected
violations to the Hotline number at (1-888-497-4458) or https://valleygeneral.alertline.com. You may report
anonymously, if you wish.

Tuberculosis
Since 1985, the Centers for Disease Control and Prevention (CDC) have reported a resurgence of mycobacterium
tuberculosis (TB). Homeless shelters, substance abuse centers, hospitals and correctional facilities have been hardest
hit. TB is transmitted through the air, and spreads easily in these overcrowded, sometimes poorly ventilated places.
Mycobacterium tuberculosis spreads through the air in droplets generated when a person with active TB coughs,
sneezes or speaks. These droplet nuclei are so small that regular air currents within a building keep them airborne for
hours.
You can become infected with TB if you inhale droplet nuclei. When inhaled, the bacteria may establish itself in your
lungs and can spread throughout your body.


Most people’s immune systems will fight off TB after initial exposure.

TB Infection vs. Active TB
Of those infected with TB, ten percent will progress into a contagious case of active TB.
If you are infected, but have not progressed on to active TB:
 You will have no symptoms.
 You will not be contagious.
 You will not know you are infected unless you have a positive Mantoux skin test.
 It may take months or years before you progress into active TB.
 You may never develop active TB at all.

If you progress into active pulmonary or laryngeal TB:
 Your symptoms will be prolonged coughing for 3 weeks or more.
 Medication and therapy are available.
 You will be contagious.
Volunteers are required to have a TB test prior to volunteering.

Patient Safety Education
What is Patient Safety?
Patient Safety is keeping our patients and visitors free from things that can cause harm within a medical setting.

Why is Patient Safety important?
Medical error is the 8th leading cause of death in USA* today, higher than Breast Cancer, AIDS, and motor vehicle
accidents. Patient Safety is fundamental to what healthcare is all about. Patients come in to receive care and trust that
we will protect them and ensure they are safe.

What is EvergreenHealth Monroe doing to keep patients safe?
We have a consistent way to approaching planning, implementing, and measuring projects designed to improve our care
and outcomes. The process is called Plan-Do-Check-Act or PDCA.
How do volunteers keep patients safe?
 Everyone has a role in keeping patients safe. We all can identify unsafe situations and take action to protect our
patients. Report unsafe conditions by contacting your supervisor/manager or volunteer coordinator.
 Stopping the spread of infection is important – practice good personal and hand-washing hygiene.
 Keep your immunizations current.
 Stay home when you are ill.

Safe patient information:
The two most common Patient Identifiers (wrist-band while in the hospital) are: Name and Birth date.
* The statistics in the Institute of Medicine (IOM) report, which were based on two large studies, suggest that medical
errors are the eighth leading cause of death among Americans, with error-caused deaths each year in hospitals alone
exceeding those from motor vehicle accidents (43,458), breast cancer (42,297), or AIDS (16,516). FDA's Office of Public
Affairs. FDA Consumer magazine September-October 2000

Age Specific Competency
It is important that all employees and volunteers, who work around patients, be cognizant of how to deal with the
different age groups. Volunteers are a very important part of the team and it is essential that everyone be
informed of all required information with regard to safe and appropriate patient care.
Age
Neonate
Birth-6 weeks

Different Criteria
Risk for aspiration
Overstimulates easily
Development of the ability to rely
on others
Recognizes bright objects, black
and white
Neonate is developing a sense of
trust vs mistrust

Infant
6 weeks-1 year

High metabolic rate: gains
weight/height rapidly
Progresses to recognizing
familiar objects and persons
Communicate by crying and
making simple sounds
Trust vs mistrust
Fear of strangers
Attention span is short
Comprehends, starts to view
things from different
perspective
Increased ability to use abstract
reasoning and logic
Can understand simple directions
Needs 10-12 hours of sleep, may
experience fatigue
Developing a sense of
independence, moods and
emotions change quickly
Gradual increase in susceptibility
to infections
Increased response to stress
May be dual caregivers
Significant stressors may be
present-relationship, career,
caregiver roles and financial

Child
1 year-17 years

Adult
18 years-65 years

Geriatric
65 years and beyond

Prolonged response to stress
Slower in learning and
understanding of new information
Mood swings
Increased concern for health
Adapting to changes in social roles
and supportive relationships

Care Considerations
Position infant carefully Keep bulb
syringe readily available
Diminish or minimize stressors: lights
and noise
Proper education of parents
Keep parents in line of vision
Encourage parents to stay with
neonate
Encourage bonding with parents
Provide consistent meal times and
snacks
Keep parents in infant’s line of vision
Involve parents in care of infant
Comfort infant when distressed
Significant persons are the parents or
Primary caregivers
Limit number of strangers present
Focus on one thing at a time
May perceive hospital treatments as
punishment
Encourage questions
Encourage rest times
Explain procedure in simple terms and
allow time for questions

Encourage flu and pneumonia vaccines
Assess for physical and emotional
Stress
Assess for potential stresses, provide
Resources and support
Provide support to patient if feelings
of frustration or disappointment
Monitor for increased anxiety or
depression
Use clear, low-pitched speaking
Provide resources, include family and
caregiver in teaching
Explore patient’s support system and
involve them in care management

Security
As a volunteer of EvergreenHealth Monroe, it is important for you to do your part in keeping things safe. Here are
some things you can do to help promote a secure environment.
•

If you drive, take all valuables from your car into the hospital with you, including bags, purses, and GPS
devices, etc.

•

Evening and night shift staff can park close to the hospital to avoid walking to their cars in the dark. Report
any lights that are burned out. You can also call Security (425-508-8965) for an escort to your car between
7:00pm and 7:00am.

•

You will be issued an identification badge and some staff will be issued keys. It is required that you wear
your badge so others can see it. If you lose your badge or keys, report it immediately to your volunteer
coordinator. You should never allow someone else to use or wear your badge for any reason.

•

Ask about your department-specific security risks and what preventive measures are in place to keep
patients and staff safe.

•

Please ensure doors that are supposed to be locked, remain locked. If you find doors that are unlocked or
propped open, lock them and report it to your manager, Security, or the Supervisor.

•

To call a code, dial x4444 to report to the Operator. Codes concerning security are:
o Amber Alert: This means missing person (infant, child, or adult). All employees have a
responsibility to immediately go to an exit and look for people matching the description announced.
If the exit is already being monitored, begin searching and clearing rooms by placing the “All Clear”
magnet on the outside door frame to prevent others from searching the same location. Do not stop
someone a vehicle leaving; instead get a description of the person or the vehicle.
• Volunteers’ Responsibilities- When you are responsible for monitoring one of the exit doors
from the hospital, please detain everyone by saying to them, “We are under a security
alert; we are asking everyone’s cooperation to please remain in the building until the
incident is complete.”
o Code Silver: This code is called when someone has a weapon. Your responsibility is to help prevent
other people from entering the area in a dangerous situation.
o Code Gray: This code means there is a combative person, and your assistance is needed to
demonstrate a “show of force” to the person who is making threats.

ENVIRONMENT OF CARE (EOC)
Everyone who works and volunteers at EvergreenHealth Monroe is responsible for a safe environment. It is important to
know how to identify and minimize risks, what to do in the event of an incident and how to report incidents.
Safety and Security
Risks are present in all healthcare institutions and affect everyone including patients, visitors, staff, physicians and
volunteers. EvergreenHealth encourages a culture of safety where everyone is aware of these risks and helps to prevent
safety and security incidents. All concerns regarding safety and security should be reported to the Volunteer Office,
Department Manager or Security.
You can make a difference by helping to:
1. Eliminate and Minimize Risks
 Wet floors (Protect the hazard and page Environmental Services at 425-303-1973)
 Tripping hazards (Fix it and/or call Plant Operations at x4282)
 Unsecured personal items (Fix it and/or call security at x4282)
 Suspicious activity (call security at x4282 or if offsite call 9-911)
2. Identify Safety and Security Incidents
 Memorize and utilize the incident codes on the back of your ID badge and in the online volunteer orientation.
3. Report what You Observed
 Emergency Code Phone: x4444
 Security: x4282
 Offsite location emergencies: 9-911

EvergreenHealth Monroe uses badges for the identification of patients, visitors and staff:
 Staff – Employees, contract staff, volunteers and physicians are issued photo identification badges. Hospital
policy requires volunteers/employees to wear their badges at all times in a visible manner and in the event of
termination of employment or service period, are required to return their badge. This is the best way to
identify staff and volunteers.
 All volunteers/employees know that personal identification is the best security.
Hazardous Materials and Waste Management Program
Department managers will maintain a written inventory listing all hazardous chemicals used within the department. The
list will be available at all times.
Material Safety Data Sheets: Hazardous Chemicals Material Safety Data Sheets
Information is located in MSDS database at all times. These sheets tell employees what is in the products they are using.
(products for housekeeping, clinical use, etc). Important aspects include:
 Container Labeling:
All contents are clearly labeled, display the appropriate hazard warning, and list the name and address of the
manufacturer, and include physical and health hazards


Employee training and information:
All employees receive general information about Hazard Communication and department specific training. The
department manager is responsible for department specific training. Employees are alerted to all new
chemicals and are given information about hazardous chemicals that they may be exposed to during their work.
Employees may not perform hazardous non-routine duties for which they have not been trained.

Equipment Management
Radio frequency transmitting devices may interfere with medical devices. All employees are authorized to instruct any
person to turn off radio transmitting devices and report concerns to the Biomedical Engineering Department.
 Cellular phones and other wireless devices:
Cellular phones and other similar devices (pagers, PDA’s, etc) using cellular telephone technology may be used
without restriction in all non-patient care areas of the hospital. Use of cellular telephones within patient care
areas will be restricted within 3 feet of medical equipment that is currently in use for patient care, treatment
or diagnosis.
Utility Systems Program: contaminated water, airborne diseases, sanitation
Hospital employees will immediately report all utility system problems that pose a risk of disease transmission to the
Plant Ops Department.
Emergency Management Program: mitigation, preparedness, response & recovery
EvergreenHealth Monroe maintains a written Emergency Management Plan that addresses the four (4) phases of
emergency management; mitigation, preparedness, response and recovery. The Hospital Safety Officer is responsible
for developing, implementing and monitoring the Emergency Management Plan. Key aspects of the emergency
Preparedness Plan are reported to the Emergency Preparedness Committee and Environment of Care Committee in
order to provide a coordinated hospital wide response to all emergencies and other issues.

Violence in the Workplace
Employees/Volunteers:
 All employees/volunteers are hereby notified of EvergreenHealth Monroe’s “zero tolerance” toward violence in
the workplace
Volunteers/Employees/Physician
Any person who engages in violent behavior or threats, either verbal or non-verbal, is subject to appropriate disciplinary
action including immediate termination of employment.
Patients/Visitors
Patients/Visitors who engage in violent or threatening behavior will be reported immediately to Security. The incident
will be documented by Security. Visitors who are violent or threatening will be instructed to leave the premises.
EvergreenHealth security will escort such person off the premises and may request assistance from the Monroe police.
Assaulted Employee/Volunteer
Following an assault, the volunteer/employee will notify his/her immediate supervisor. The volunteer/employee will
report to the Emergency Room for treatment of injuries. The employee(s) and/or witnesses will cooperate with security
in completing the security incident report.

HIV AIDS & Hepatitis Education
DEFINITION OF HIV: Human Immunodeficiency Virus
This is the virus that attacks a person’s immune system, making it deficient, and damages the ability to fight diseases
and infections. Without a healthy, functioning immune system, a person may become susceptible or vulnerable to
infection by bacteria, other viruses, and disease-causing organisms. These may cause life-threatening illnesses.

DEFINITION OF AIDS: Acquired Immunodeficiency Syndrome.
Acquired: This means the disease is not passed casually from one person to another. It is not hereditary in nature.
Therefore, the virus has to enter the body through the bloodstream.
Risk to Health Care Workers
The risk of transmission in a health care setting is extremely small if Universal Precautions, as mandated by WISHA,
OSHA and recommended by the CDC, are followed each and every time.
Workplace
HIV is not spread through day-to-day casual contact in the workplace.
 HIV cannot be passed through the air.
 Sneezing, breathing, and coughing do not spread HIV.
 Touching, hugging, and shaking hands do not spread HIV.
 No cases of HIV transmission have been linked to sharing typewriters, food, telephones, paper, water fountains,
swimming pools, bathrooms, desks, office furniture, toilet seats, showers, tools, equipment, keyboards, coffee
pots, or eating facilities.
 HIV transmission is not possible from food in a restaurant being prepared or served by an HIV-positive
employee.
Definition of Hepatitis:
Hepatitis is the inflammation of the liver and may be caused by many things, including viruses.
There are several types of viral hepatitis (A, B, C, D, and E), but Hepatitis B (HBV) presents the greatest risk to health care
workers in the United States.
Hepatitis B causes damage to the liver and other systems, the severity of which can range from mild to severe to fatal.
Cause
Hepatitis B is caused by the Hepatitis B virus (HBV). It is primarily a blood borne infection.
Transmission
HBV is transmitted in the same ways as HIV through exposure to body fluids.
Vaccine
A Hepatitis B vaccine is available which is safe and effective in the prevention of HBV infection. This vaccine is strongly
recommended for persons at risk of HBV infection, including healthcare workers, emergency and public service
personnel. Consult your supervisor and WISHA regulations.

Bloodborne Pathogens
What are bloodborne pathogens?
They are bacteria, viruses and other microorganisms that are carried the bloodstream, and may cause disease These
microorganisms may cause disease. Some bloodborne pathogens can be deadly.
Some bloodborne pathogens that are the greatest risk to you are:
 Hepatitis B Virus (HBV)
Spread by contact with the blood of an infected person or by sex with infected person, babies born to infected
mothers have a chance of infection. A vaccine can prevent HBV.
 Hepatitis C Virus (HCV)
Liver disease caused by the hepatitis C virus, which is found in the blood or persons who have this disease. The
infection is spread by contact with the blood of an infected person.
 Human Immunodeficiency Virus (HIV)
Spread by the infected individual by blood or other potentially infectious materials.
What are Universal Precautions? (What to do to keep yourself safe)
Universal Precautions is a method of infection control in which all human blood and certain human body fluids are
treated as if they are known to be infections for HIV, HBV, HCV and other bloodborne pathogens. Universal Precautions
are to be observed in all situations where there is a potential for contact with blood or other potentially infections
material. Under circumstances in which differentiation between body fluid types is difficult or impossible, all body fluids
are to be considered potentially infections.
In case of a spill of blood or bodily fluids, all Volunteers should page Housekeeping/Environmental Services 425-3031973, and not touch the spill themselves.
In case a volunteer is exposed to blood or body substances, they must immediately notify their supervisor, employee
health or, if after hours, the Nursing Supervisor.
Hands must be washed or hand sanitizer used before and after patient contact and each time they enter and exit a
patient room.
To prevent the spread of respiratory viruses, people who are ill should wear a mask to prevent transmission of the virus.
This is part of a set of strategies called Respiratory Etiquette.

Keys to Success in Identifying and Helping Heart Attack and Stroke Patients
Heart Attack
During a heart attack, blood flow to heart muscle is reduced or cut off, often because a blood clot blocks an artery.
When heart muscle is starved of oxygen-rich blood, it can die.
Heart attack symptoms may include:
 Uncomfortable pressure, fullness, squeezing, or pain in the center of the chest. These symptoms can range from
mild to severe, and they may come and go.
 Discomfort in other areas, such as the neck, arms, jaw, back, or stomach.
 Shortness of breath, lightheadedness, nausea, or breaking out in a cold sweat.
Women may get chest pain or discomfort, but in many cases, it's not the most obvious symptom. Instead, they're more
likely than men to have these symptoms:
 Unusual fatigue
 Nausea or indigestion
 Dizziness or lightheadedness
 Abdominal discomfort that may feel like indigestion
 Discomfort described as pressure/ tightness or an ache in the neck, shoulder, or upper back
If you see a patient/visitor/staff in a public area of the hospital who is experiencing signs of a heart attack, alert the
nearest employee and stay with the person until help arrives.
Stroke
A stroke is also known as a "brain attack." Arteries to the brain become blocked or rupture, causing brain cells to die.
Getting medical treatment within an hour after symptoms begin can reduce disability following a stroke. Strokes can
cause permanent brain damage and paralysis.
Stroke symptoms include:
 Sudden numbness or weakness of the face, arm, or leg, especially if it occurs on one side of the body
 Sudden confusion, trouble speaking or understanding, slurred speech
 Sudden trouble seeing in one or both eyes, double vision
 Sudden trouble walking, dizziness, loss of balance or coordination
 Sudden severe headache with no known cause
If you see a patient/visitor/staff in a public area of the hospital who is experiencing signs of a Stroke, alert the nearest
employee and stay with the person until help arrives.

Hypoglycemia: Recognizing the Symptoms and the Response for Volunteers
Staff and Volunteers should understand some basic information about hypoglycemia:
A blood glucose (also known as blood sugar and abbreviated BG) level that is lower than a person’s normal range.
Clinically defined as blood glucose less than 70 mg/dL. It should be stressed that a person can experience signs and
symptoms when their BG is considerably higher or lower than 70.
Can be caused by several reasons:
 Too much diabetes medication or insulin


Eating too little food, especially carbohydrates (starches and sugars) or too much time since last meal



Increase in physical activity

Typical Signs and Symptoms of hypoglycemia:
 Weak, shaky, nervous


Confusion, disorientation, light-headed



Anxious, panicky



Pale



Sweaty



Slurred speech (may sound drunk or



impaired by drugs)



Some people become very angry, rude, or even
combative

 The signs and symptoms of hypoglycemia are
similar to other serious medical conditions such as
stroke.
 Most people respond quickly to treatment that
includes eating or drinking fast-acting carbohydrate.
 The Volunteer should never assume that a person is
hypoglycemic and should not attempt to provide
food or drinks because this could cause choking and
aspiration.
 It is important that a volunteer who sees a person who may be experiencing hypoglycemia be prepared to
request medical assistance by alerting the nearest employee and staying with the person until help arrives.

