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COOPERATIVE EDUCATION

HEALTH CARE FACILITY PLACEMENT 
THE CREDIT VALLEY HOSPITAL

Students must be 16 years of age or older at the start of their co-op placement

· A positive attitude, punctuality and commitment to placement are essential.  

· During the interview students should be prepared to talk about what they hope to gain from their hospital experience.

· Students will be required to have their doctor complete a medical form and have a 2-step TB test completed BEFORE they begin their co-op placement.

· Preference will be given to non-graduating students and students with full day availability
· If applying for gift shop - half day students – afternoon only

· Placements –Volunteer Resources  (see attached description) 

                            - Gift Shop (see attached description)

Students will:

· be required to purchase or borrow a uniform.  A $25 uniform deposit fee is required and $15.00 will be refunded when the uniform is returned 
· be provided with a non-standard co-op student uniform (where necessary), identification badge/parking card and the use of a day locker
· be required to wear the uniform, identification badge at all times during their placement 
· be required to return identification/parking badge at the conclusion of the placement
· attend a hospital orientation
· not be allowed to begin their placement until all the necessary medical history forms and TB, tetanus, diptheria, polio, rubella, and hepatitis B shots are completed and documented. This medical information will be forwarded to the students, after acceptance for placement, and must be submitted to the hospital before their placement begins

                                                                                       Web Site: www.cvh.on.ca
VOLUNTEER SERVICE DESCRIPTION

TITLE:


Volunteer Resources Co-op Student 


DEPARTMENT:
Volunteer Resources
REPORTS TO: 
Volunteer Resources Coordinator, Elizabeth Cochrane

PRIMARY FUNCTIONS:  General Clerical/Receptionist Duties.

RESPONSIBILITIES:

1. To provide assistance to the Volunteer Resources staff

2. To assist with Receptionist duties (particularly over the lunch hour)

3. To answer the telephones

4. To welcome volunteers and visitors 

5. To distribute Volunteer application forms 

6. To help monitor attendance of student volunteers

7. To assist at orientation of new volunteers

· Take pictures for photo ID

· Conduct hospital tours

8. To set up new volunteers in the volunteer tracking system

QUALIFICATIONS:

· Needs to be organized, work independently, dependable, patient and friendly.

· Must be conscientious, mature, neat and tidy in appearance and pay a strong attention to detail

· Good communication skills – both written and verbal

· Good computer skills, i.e. efficient in Excel and Word

TRAINING:

· General orientation to The Credit Valley Hospital provided by the Department of Volunteer Resources

· Training will be done by the Volunteer Resources department staff.
ON THE JOB SUPERVISION:

· Supervision provided by the Volunteer Resources staff

TIME AND PLACE:

· Monday to Friday - during normal business hours

VOLUNTEER SERVICE DESCRIPTION

TITLE:

Gift Shop Co-op Student

DEPARTMENT:
Department of Volunteer Resources
REPORTS TO: 
Gift Shop Manager

PRIMARY FUNCTIONS:  To assist Gift Shop Manager in the day to day operations of the Hospital Gift Shop.
RESPONSIBILITIES:

1. Responsible for Opening or Closing duties (depending on shift)

2. Assist with buyers to receive stock and merchandising where needed

3. Inputting new and/or existing sku’s into the inventory system

4. Providing assistance to volunteers at either the cash desk or back desk as required.

5. Training new volunteers on the Point of Sale system

6. Ensuring that policies of the shop are followed

7. Resolve customer complaints where applicable

8. Lead by example

9. To keep up-to-date with all now shop procedures.

10. To assist customers with purchases being helpful, patient and friendly.

11. To work cooperatively with your co-workers.

12. To handle the cash accurately during transactions and to record information accurately on forms and on balance sheets.

13. To keep the Gift Shop neat, tidy and dusted.

QUALIFICATIONS:

· Interpersonal skills - enjoy working with others, sharing skills and expertise.  

· Organization abilities also necessary.

· Conscientious (be on time to work the chosen shift in the Gift and Flower Shops).
· If a 2 credit student – afternoons only
TRAINING:

· General orientation to The Credit Valley Hospital provided by the Department of Volunteer Resources 

· Cash register and procedure training is given through scheduled training sessions and/or "hands-on" training.

