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Dear Prospective Volunteer: 

We welcome you to Providence Tarzana Medical Center Volunteer Department, a group whose loyal support is indispensable to the quality care we give our patients.  The contributions our volunteers make and the tasks that they perform are many.  By bringing extra comfort, warmth, and security to our patients, our volunteers play a vital role that is invaluable.
The volunteer is perhaps the most effective public relations person the hospital has.  Patient and public response to the hospital environment is often greatly influenced by the volunteer who performs a service.  As you go about your hospital assignments, remember you must represent the Providence Mission and Core Values.  The Code of conduct booklet will be given to you for more information.
We look forward to having you volunteer and sincerely hope that you will find your experience at Providence Tarzana Medical Center rewarding and meaningful.
Steps to becoming a volunteer:
· Commit to at least one 4-hour shift per week, and 100 total volunteer hours.  
· Read application packet, and fill out all required paperwork.
· Get TB tests done at Employee Health Office – They are open on Mondays, Wednesdays, and Fridays.  Be sure to call to make appointment 818-708-5043.
· [bookmark: _GoBack]Please e-mail, or call to let me know when you will be dropping off the paperwork.  I can be reached at pam.egendorfer@providence.org, or at 818-708-5176.
· After you are cleared to begin (TB test is complete and background check is clear) you will receive an e-mail from me inviting you to an orientation. The orientation usually takes about 1.5 hours.
· At orientation you will receive your PIN # for signing into the computer and your shirt/jacket.  We will take your picture for your ID badge at that time if we haven’t already done so.  Please bring $25 cash or check for the volunteer shirt and processing fees (Check payable to PTMC or Providence Tarzana Medical Center.)
· My usual office hours are 8-5, Monday through Friday if you have any questions.

Because of the volume of volunteer applications received, it can take up to two weeks before you hear from me.  Please feel free to contact me to follow up regarding the status of your application.

Please take the time to visit:
http://in.providence.org/sss/departments/compliance/Documents/Code of Conduct/2016/SY16-10264_CodeOfConduct_Providence_Online.pdf


You will receive a copy of the code of conduct at orientation.
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