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VOLUNTEER/TRAINEE/STUDENT/INTERN (VTSI) SERVICES

POLICY:
VTSI may be used within the treatment programs of EFC when their participation is helpful and appropriate.  The use of VTSI should augment the quality of care and be consistent with the provision of quality care, the rights of consumers, and the policies and procedures.  Appropriate supervision will be provided for VTSI's at all times.

PROCEDURES:
When EFC utilizes a VTSI, the HR Coordinator or designated Volunteer Coordinator shall ensure that job duties are communicated, training and orientation procedures are initiated, and supervision is appropriately assigned.  A personnel file shall be completed on all VTSI including completion of all appropriate areas of the Personnel File Checklist (excludes benefit areas for paid employees). Any VTSI providing direct care must be credentialed to provide services.

As with paid employees, VTSI shall be assigned specific work schedules, responsibilities, duties, and performance expectations.

Formal Program Procedures:
Determination of Need
When EFC supervisory staff determines the need for VTSI, he/she will prepare a staff requisition and justify the need for a VSTI. The job description shall specify the proposed duties, responsibilities, privileges, limitations (e.g., no access to medications, files, etc.), criteria to be used in selection (e.g., education, personal characteristics, time requirements, etc.), arrange​ments for ongoing supervision, and clinical backup. 

The supervisory staff shall present the plan to the Executive Director for approval.  Executive Director shall consider such issues as consistency and coordination across EFC programs.

Recruitment

The supervisory staff and Executive Director will develop a written notice of an opening for VTSI work.  This notice should include a job description, criteria for the selection of the volunteer, and instructions on where, to whom, and how to apply.  This notice shall be provided to the Administrative Assistant for posting.

The supervisory staff, using an application form, a resume and/or transcript, and interview shall screen applicants.  During the interview, the applicant will be told about the overall program and the VTSI position for which he or she is applying, as well as any of the other VTSI positions that are available.

If the supervisory staff and the applicant agree that VTSI would be appropriate, approval rests with the Executive Director.

Orientation
The supervisory staff or his designee shall be in charge of the orientation of VTSI, in cooperation with the HR Coordinator and other relevant personnel.  The orientation should include all of the points listed in Employee Orientation Checklist, except for the sections on employee benefits.  The orientation shall include a review of the Edwin Fair Center program, Policies and Procedures, consumer rights, confidentiality, safety, and a statement of the volunteer's potential risks, liabilities and information regarding insurance coverage in providing services.

All VTSI will be required to sign a written pledge to keep and follow policies and procedures including the assurance of consumer rights and of confidentiality.

Ongoing Supervision
The supervisory staff will review the VTSI program yearly.  The review shall include a review of the appropriateness of the use of VTSI, adherence to the policies and procedures by the VTSIs and the supervisors, any special problems that have arisen, and a review of any possible way to improve the effectiveness or efficiency of the VTSI program.  A report from each supervisory staff using a VTSI shall be made to the Executive Director.

Motivational Plan
Volunteers will not receive financial compensation, either directly or indirectly.  Trainees, interns and students may be subject to a contractual agreement with the college or university for compensation.  VTSI will be expected to gain the primary motivation for the work through their efforts in working with the consumers.  As far as possible, other benefits will be added and may include in-service training, use of VTSI experience toward the gain of academic credit, and other special recognitions.
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