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VOLUNTEER & STUDENT 
ORIENTATION 

www.CHIStAlexiusHealth.org 
 

Welcome to CHI St. Alexius Health, Dickinson Medical Center! We are pleased to have you at our 
facility and look forward to working with you. We want your time spent here to be safe for you 
and our patients, visitors and staff. The contents of this booklet provide you with information 
about our facility and what to do if there is an emergency situation while you are here. There 
is also information that explains why it is necessary to follow our requests to prevent 
infections from being introduced into CHI St. Alexius Health. If you have questions or concerns 
about any of the contents you may direct your questions to your contact person or to Human 
Resources. 

 

 

 

Non-employee, student or volunteer keeps entire document except for page 10. 
 
Your name:    

 

Department: Department Phone:    
 

Supervisor’s Name & Phone:  
 

Volunteer Coordinator, Mitzi Swenson Office: (701) 456-4463 Cell: (701) 260-2680 
2500 Fairway Street, Dickinson, ND 58601-2639 

 
mitziswenson@catholichealth.net   Human Resources (701) 456-4595 Updated 10/22/2018 

http://www.chistalexiushealth.org/
mailto:mitziswenson@catholichealth.net


 

CHI St. Alexius Health 
Our staff is excited you are joining us as a volunteer or student. We want to help you have a great 
experience at our facility. Please let us know if there is anything we can do to help you. 
 

Mission 
The Mission of Catholic Health Initiatives is to nurture the healing ministry of the Church, supported by 
education and research. Fidelity to the Gospel urges us to emphasize human dignity and social justice as we 
create healthier communities. 
 

Core Values 
REVERENCE – Profound respect and awe for all of creation, the foundation that shapes spirituality, our 

relationships with others and our journey to God. 

INTEGRITY – Moral Wholeness, soundness, fidelity, trust, truthfulness in all we do.           

COMPASSION – Solidarity with one another, capacity to enter into another’s joy and sorrow.  

EXCELLENCE – Preeminent performance, becoming the benchmark, putting forth our personal and 

professional best. 
 

Standards of Conduct and Professionalism 
 

Treat all persons, including patients, families, visitors, and team members with respect, courtesy, caring, 
dignity and a sense of fairness and with recognition of and sensitivity to the needs of individuals from diverse 
backgrounds (including gender, race, age, disability, nationality, sexual orientation and religion). 
 
Communicate openly, respectfully and directly with team members, patients and families in order to optimize 
services rendered and to promote mutual trust and understanding.  
 
Encourage, support and respect the right and responsibility of all individuals to assert themselves in order to 
ensure patient safety and the quality of care.  
 
Resolve conflicts and counsel other team members in a non-threatening, constructive and private manner.  
 
Maintain a high level of knowledge and skill among all who serve in order to provide the highest quality of 
patient care.    
 
Ensure the safety of all individuals within the facility by promptly reporting adverse events and potential 
safety hazards, encouraging colleagues to do the same, and fostering an environment where such reporting is 
completed out of respect for our patients and our commitment to their health and well-being.   
 
Observe all laws and regulations, including all hospital policies, which govern the care we provide and respect 
the privacy and confidentiality of all. 
  
Utilize facility resources and property (i.e., telephones, computers, supplies) responsibility and appropriately.  
Be professional, presentable and fit for duty during work hours, including on-call responsibilities.   
Above all “do to others as you would have them do to you.” (Luke 6:31) 
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Confidentiality
All patient information is confidential.  

Issues related to the internal operations of the hospital are also confidential.         

DO NOT talk about confidential matters in public places. 

Breaches of confidentiality are grounds for disciplinary action or contract default. 
 

HIPAA Regulations -What is confidential? 
 

Name and Address 

Age 

Social Security number 

Phone number 

E-mail address 

Diagnosis 

Medical history 

Medications 

Observations of health 

Record number 

The fact that the patient is at the hospital and more… 
 

How do we protect patient privacy? 
Never tell anyone what you overhear about a patient. 

Do not look at information unless you need it to do your job. 

Examples 
1. Your sister’s friend is having surgery here. She asks you to find out what you can about her condition. 
Should you call and ask the nurses you know? No! Should you look up her medical record? No! 

2. You pass a friend, relative or neighbor in the hallway, cafe, waiting room or elevator. Should you say, 
“Hi”? Yes! Should you ask why they are here? No! Should you go home and tell your friend or spouse you 
saw them? No! Should you share that information with other volunteers or workers?  No! Patients must 
give written permission for information to be shared. 

 

Dress Code 
A neat, well-groomed professional appearance is expected. All shirts must be free of printing or logos.        

A photo ID badge and VOLUNTEER lanyard is mandatory (vendor tags are available at Facilities).    

Closed toe shoes and socks are required in direct patient care areas & dietary. No flip flops are allowed.     

Shoes should be comfortable, quiet, and meet safety regulations for contractors or vendors. 

Visible body/facial piercing items: Only small studs will be allowed, (no bars, charms or anything that dangles). 
Visible tattoos cannot have profanity or nudity and must not be offensive to others. 

Only lightly scented lotions (non-scented is preferred), aftershave and perfumes/colognes are allowed. Strong 
odors such as tobacco or tobacco smoke will not be allowed. 

Shoulder length or longer hair must be tied back in clinical areas. 
Junior Volunteers - hospital t-shirt with black or khaki pants or jeans without tears or holes, capris, skirts or          
knee-length shorts. Yoga pants are NOT allowed.                                                                                       
Adults wear appropriate, clean clothing. Students wear business casual clothing or scrubs as appropriate. 
Denim may be worn on Fridays.  

The Facility Directory 
 

Unless the patient has 
asked to not be included in 
the directory, you may give 
the patient’s room number 
to visitors and callers who 
ask for a patient listed in 
the directory by name. 
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Emergency Situations   For most emergency situations you should stay in your work area and await further 

instructions either from your site supervisor or a CHI St. Alexius Health representative. Various codes are used to alert 
staff to emergency situations. Listed below are our codes and instructions. 

 

USE ANY CHI ST. ALEXIUS H EALTH TELEPHONE AND DIAL 4444: 
 

CODE RED Fire Flame, visible smoke or odor of smoke is considered a fire. 
 

CODE PINK Infant/child abduction/Missing person Someone is missing or is known to have been 
kidnapped. Be alert for someone suspicious leaving. 

Immediately dial 4444 and report information on any possible suspects. 

No one will be allowed to enter or leave the building until “all clear” is announced. 

RPR Abusive/Combative behavior Someone is verbally or physically assaulted or causing property 
damage. Immediately dial 4444 and report information on any possible suspects. 

 

CODE BLUE Cardiac or respiratory arrest This doesn’t involve non-employees, however stay out of the way 
and be aware that people may be moving quickly through the hallway. 

 
CODE BLACK Bomb threat Code Black will be announced overhead as directed by the Incident Commander. 

Notify Operator 4444 if you receive a “bomb threat” or note a suspicious package. “Code Black 
Evacuation” means you are to exit the building immediately and wait for further instructions. 

 
CODE BROWN Tornado has been sighted or detected in the immediate area. Take cover immediately away from 

windows in designated areas and when possible close windows and doors. Do not use elevators in the 
clinic. Volunteers go to IT Training Room or where their department supervisor directs them to go. 

CODE GREEN Hostage Situation - STAY IN YOUR DEPARTMENT UNLESS TOLD TO LEAVE. Listen to overhead 
announcements for more directions. 

ACTIVE SHOOTER Will be paged overhead, “A life-threatening situation now exists in (LOCATION). All persons should 
immediately move away from that location if it is safe to do so. If it is not safe to move away, shelter 
in place immediately.” Call 911 when it is safe to do so. GET OUT Evacuate, leaving belongings behind, 
keeping your hands visible, do not attempt to move wounded people. HIDE OUT If not possible to 
evacuate, hide out of the active shooter’s view such as in an office with a closed and locked door. 
Silence your cell phone and remain quiet. TAKE OUT As a last resort and only when your life is in 
imminent danger, attempt to disrupt and/or incapacitate the active shooter by acting aggressively, 
throwing items, yelling. 

 
CODE ORANGE Decontamination Team Required. This does not involve non-employees. 

 
 

CODE LOCK DOWN All doors will be locked and monitored so that no one can enter or exit the facility until the situation                   
is controlled or resolved.  

 
PURPLE TRIANGLE on the patient’s door signifies they may be aggressive and volunteers should not enter the room. 
 
3 RED STARS on the patient’s door signifies they are at risk of falling. They will also have red slipper socks.           

If they ask for help immediately notify a nurse that the patient needs assistance. 
 

EMERGENCY OPERATIONS PLAN Will be paged as “Emergency Operations Plan is now in effect” 3 times.  Volunteers report 
to the personnel pool in Meeting Rooms ABC. Vendors and contractors please stay in your work area 
and follow instructions from your assigned contact person. 
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 EVACUATION Plan is in the EMERGENCY RED FOLDER on top of file cabinet between Gift Shop & Mitzi’s desk. 

           Evacuation should be done by moving people horizontally,        then vertically.                            
Do NOT use elevators during a fire or tornado. 

 

INCIDENT REPORTS If you witness a patient or visitor incident such as a fall, notify a hospital employee and 
they will complete an incident report online. 

 

RAPID RESPONSE TEAM   Rapid Response Teams are called when a patient has a significant change in condition. 
A rapid response team includes specially trained nurses and a respiratory therapist. By quickly responding to the 
patient they will have better outcomes. Rapid response teams can be called by any hospital staff, volunteers, 
patients or family. To call a rapid response dial 4444 and inform the operator the patient had a change in 
condition and help is needed right away. They will be able to determine your location by where the telephone 
call is being made. 

 

 

 

  

CODE RED requires immediate action on your part. 

FIRE: R.A.C.E. - Rescue, Alert, Contain, Extinguish 

Rescue: Remove person(s) from danger. Close door behind you. 
 

Alarm: Dial “4444” and pull the nearest “Pull Alarm”. 
 

Contain: Close the room doors. *You need to be aware of your nearest exit. 
 

Extinguishing the fire should be your last step, only if you feel comfortable doing                              
so and if the fire is small or you feel you can keep it confined. 

When using an extinguisher remember PASS:  

Pull the pin on the extinguisher. 
Aim the nozzle at the base of the fire. 
Squeeze the handle. 
Sweep from side to side. 

 
Remain in current location and take direction from Incident Command unless immediate evacuation has been 
deemed necessary. 

During a fire alert, a warning of “CODE RED” followed by the location will be announced over the public address 
system. At this time, audible alarms will sound throughout the building. Never use the elevators during a fire alert. 
Never place aerosol cans in trashcans. 

It is important that on your first day 
here you know the location for the 
nearest fire “pull alarm” and the 
appropriate fire escape route. 

FIRE 
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Infection Control 
 

Never go into a room with a STOP sign on the door without wearing Personal Protective Equipment.  

Proper hand washing is the best way to prevent spread of colds and other infections. 
 

Wash hands: 

When coming on duty. 

Between routine patient contacts. 

After blowing or wiping your nose. 

After handling contaminated objects. 

After using the restroom. 

Before and after eating. 

On completion of your duty.  Whenever common sense dictates hand washing is necessary. 
 

 
 

Proper Hand Washing 

Turn on the faucet. Thoroughly wet hands with warm, running water. Lather hands completely with soap from 
the dispenser. Vigorously rub hands up to wrists for 15 seconds, paying special attention to areas between 
fingers & under fingernails. Rinse with warm water, keeping hands and fingers pointed downward. Dry with 
disposable towel. Use towel to turn off faucet. 

Hand Sanitizer 
Apply a sufficient amount (one or two “squirts”) of sanitizer to the palm of one hand. Vigorously rub hands 
together, spreading the sanitizer thoroughly over both hands, paying special attention to areas around nail 
beds and under jewelry. Continue rubbing until hands are completely dry. 

 

Hazardous Spill 
A substance is considered hazardous if indicated by the MSD sheet or if the substance is unknown. Chemical 

spills are referred to the Clean-up Team. Examples: mercury, blood, formalin, etc. Radioactive Spills are referred 

to Radiology or Administrative Director. 

Beverages & Snacks 
Complimentary beverages only: 1 fountain beverage, coffee, or tap water is available free to the volunteer 
if they are here at least 2 hours. All bottled beverages, juice, cappuccino, etc. must be paid for by the 
volunteer. 

Complimentary Meals 
To qualify for a complimentary meal you must volunteer at least 3 hours or your scheduled shift that day. 
Students completing an internship, clinical experience or coursework for which they receive college credit are 
eligible for 1 complimentary meal/day including beverage, and additionally 1 complimentary beverage during a 
break time in the hospital café. Meal may include entrée or entrée salad, side dish or side salad, dessert and 
beverage (fountain beverage, milk, coffee, tap water). 
 

Teachers, paraprofessionals and job coaches will not be eligible for free meals and however they may have a 
complimentary beverage as noted above. 
 

Meals and fountain beverage are complimentary for adult & junior volunteers only during your shift and are 
not to be taken home. 

6
6
6
6 



7 

  

Injury while Volunteering  

Report injury to your supervisor right away. They will help you contact Quality Resources at extension 4299.   
If any treatment is needed, immediately go to the CHI St . Alexius H ealth Emergency Department in Dickinson. 
 

If you have contact with blood or body fluids, wash with warm soapy water, go to the Emergency Department 
immediately and call Quality Resources at extension 4299 or 4641. 
 
If you become seriously injured and you need immediate help call extension 4444. 
 
For most emergency situations, you should stay in your work area and await further instructions either from 
your site supervisor or a CHI St. Alexius Health representative. 
 

Parking 
Volunteers and students are asked to park in the farthest rows in the southeast parking lot. The main entrance 
parking lots are designed for our patients and visitors. 

 

Recording your Volunteer Hours 

Record on time sheets located in your department or the Gift Shop or Information Desk. Use increments of 1/4 
hour daily - for example 2 1/4 hours. Volunteers are recognized annually during National Volunteer Week. 

 

Substance Abuse 

You are required to maintain a drug-free workplace. You may be tested when there is evidence or reasonable 
suspicion of drug diversion. Any individual required to submit to drug or alcohol testing will be required to sign 
a consent to submit to drug and /or alcohol testing, an authorization for release of test results and a release of 
liability. 

 

Smoke Free Policy 
CHI St. Alexius Health is committed to providing a healthy environment. Smoking is prohibited in our buildings, 
vehicles and on our grounds. Compliance is expected for the safety of all persons, the rights of all persons and the 
effect of smoking from a health perspective.  

 

Tuberculosis (TB) 

All volunteers are required to have a TB test before beginning to volunteer.  Symptoms of TB include: 
 

•Productive, prolonged cough •Chest pain •Hemoptysis (Blood Sputum) 

•Fever •Chills •Night sweats 
•Unexplained fatigue •Loss of appetite •Weight loss 
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Telephones & Visitors 
Do not visit on the telephone with friends while volunteering. However, if you need to use the phone, dial “9” to 
get an outside line then dial the number.             
All calls within the hospital & clinic require 4 numbers.          
Do not have friends come to visit you while you are volunteering. It is important for everyone to maintain a quiet, 
respectful and professional environment.                       
Cell phones should be kept on vibrate or silent or left in your car. Please turn the power “off” if you are in an area 
of the hospital where there is a sign indicating cell phone use is restricted. 
 

What if I am unable to volunteer at my scheduled time? 
1. Try to find a substitute for your shift. 
2. Call your supervisor so they know who will be there. 
3. Please call everyone on the list before letting your supervisor know you can’t find anyone. 
 

Patient Ethics 
Ethical issues are questions about what action is best for a patient according to personal, family, religious and 
community moral standards. Ethical issues range from life and death decisions (such as withdrawing life 
support), to questions about the right to privacy. 

 

CHI St. Alexius Health has an Ethics Committee consisting of many different health professionals, clergy and 
community members. A patient, family member or legal guardian or any member of the health care team can 
request a consultation or information from the Ethics Committee. 
 

Patient Responsibilities 
The patient has the responsibility to: 

   Provide accurate and complete information about present complaints, past illnesses, hospitalization, 
medications and other matters in relation to his/her health. 

Follow the treatment plan recommended by his/her physician. 

Pay the hospital bill promptly. 

Follow the hospital rules and regulations. 

Be respectful of the rights and property of other patients and the hospital. 
 

Patient Restraints 
1. The use of hand cuffs, manacles, shackles, other chain-type restraint devices, or other restrictive 

devices applied by non-hospital employed or contracted law enforcement officials for custody, 
detention, and public safety reasons are considered forensic/administrative restraints and are not 
appropriate for clinical restraints or seclusions. The law enforcement officers who maintain custody 
and direct supervision of their prisoner (the hospital patient) are responsible for the use, application, 
and monitoring of these restrictive devices. However, the hospital staff is still responsible for an 
appropriate patient assessment and the provision of safe, appropriate care to its patient (the law 
enforcement officer’s prisoner). 

 

2. If a patient (who is a prisoner) requires a clinical/healthcare restraint or seclusion law enforcement 
agents must follow physician orders and nursing policies (#501, 502).  
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Patient Rights 
 

As a patient of CHI St. Alexius Health you will have access to treatment or accommodations that are available or 
medically indicated, regardless of race, creed, disability, sex, age, national origin or source of payment. The hospital 
supports your right or your representative’s right to: 
 

   Be informed of the patient rights in advance of furnishing or discontinuing patient care whenever 
possible. 

File a grievance and to be informed of the process to review and resolve the grievance. 

Participate in the development and implementation of your plan of care. 

Make informed decisions regarding your care, including being informed of your health status, being 
involved in your care planning and treatment. You have the right to request or refuse treatment. This 
right must not be construed as a mechanism to demand the provision of treatment or services deemed 
medically unnecessary or inappropriate. 

   Formulate advance directives and to have hospital staff and practitioners who provide care in the 
hospital comply with these directives. 

   Have a family member or representative of your choice and your physician notified promptly of your 
admission to the hospital. 

Personal privacy. 

Receive care in a safe setting. 

Be free from all forms of abuse or harassment. 

The confidentiality of your clinical records. 

Access information contained in your clinical records within a reasonable time frame  

            Be free from restraints and seclusion of any form that are not medically necessary or are used as 
a means of coercion, discipline, convenience, or retaliation by the staff. 

   Administrative Restraints: If a patient is restrained with handcuffs for criminal reasons this does not fall 
into the guidelines for clinical restraint protocols to be followed. 
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NON-EMPLOYEE, VOLUNTEER & STUDENT ORIENTATION 

As a volunteer, student or non-employee, I understand that I am not entitled to and will not receive any 

compensation, salary, benefits, or other payments from CHI St. Alexius Health in exchange for providing 

volunteer services to the facility. 

 
 

I understand that as a volunteer, student or non-employee, I am not covered by any state or federal wage and 

hour laws, nor am I eligible for workers’ compensation, unemployment insurance benefits or any other benefit 

available to employees. 

 
 

I understand and agree that I will comply with all rules and standards of conduct that apply to hospital 

employees and independent contractors, including the Hospital’s policy on confidentiality. 

 
 

I have read and understand all the information in the Volunteer, Student & Non-employee Orientation booklet 

and agree to abide by all the policies and procedures of CHI St. Alexius Health. 

 

Signature: Date:    
 

Printed Name:    
 

Name of person presenting orientation:    
 

Department:    
 

This page must be signed and returned to Human Resources or Volunteer Services.  
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