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�CHAPTER 290   VETERANS HEALTH ADMINISTRATION  -  VOLUNTARY SERVICE





1.  APPROVAL OF CRITERIA



	Criteria approved by the Department of Veterans Affairs (VA) on April 11, 1990.





2.  DEFINITION



	a. Voluntary Service is responsible for all volunteer activities in the medical center.  This includes:



	(1) Recruiting and training new volunteers.



	(2) Assignment of volunteers to regular positions.



	(3) Coordinating volunteer participation in special events at the medical center.



	(4) Regular liaison with veterans' service organizations and community organizations/agencies.



	(5) Formal recording and reporting of all volunteer activity at the medical center.



	(6) Storing and maintaining supplies (donated and purchased) necessary to the volunteer mission at the medical center.



	(7) When assigned, managing public relations/information for the medical center.



	(8) When assigned, managing a hospital-wide escort program.



	b. Each organization, veteran and nonveteran, that provides volunteers at a Department of Veterans Affairs (VA) medical center is represented on the VAVS (VA Voluntary Service) Hospital Advisory Committee.  Some organizations provide unpaid representatives in Voluntary Service on a regular basis.





3.  PROGRAM DATA REQUIRED



	a. Staffing projections by category.



	b. Current annual total number of volunteer hours (all volunteers).



	c. Current total number of organizations serving on the VAVS Hospital Advisory Committee.



	d. Does Voluntary Service manage Public Relations/Information for medical center?



	e. Do any VAVS organizations currently operate a "Coffee Program" at the medical center?



	   Will Voluntary Service be located in proximity (adjacent to or on the same floor and accessible by the same corridor) to the main Recreation Service area?





�4.  SPACE DETERMINATIONS



	Voluntary Service consist of four primary functional areas:



Administration which provides offices for full-time Voluntary Service staff and serves as the administrative control point for Voluntary Service.



VAVS Organization Area which provides workstations and storage space for volunteer VAVS representatives (reps) and/or deputy representatives (deps) who serve in Voluntary Service on a daily basis.



Volunteer Multipurpose Workroom which provides a multi-use area available for Voluntary Service, volunteers and VAVS  organizational activities.



Storage which provides centralized, secure storage for Voluntary Service supplies and VAVS organization items.



	a. Administration - Serves as the control point for Voluntary Service and provides workstations for full-time Voluntary Service staff.



	(1) Office, Chief of Voluntary Service 	13.9 NSM (150 NSF)

The chief has administrative responsibility for all volunteer program activities.  His/her duties include developing program and budget requirements, interviewing volunteers, representing Voluntary Service in liaison with service chiefs and veterans' organizations, placing volunteers in assignments with medical center programs and maintaining volunteer activity records.



	(2) Office, Assistant Chief of Voluntary Service, and/or 

additional Voluntary Service Officers (When authorized) 	11.2 NSM (120 NSF)

plus

  7.4 NSM (  80 NSF)

for each add'l

Voluntary Svc. Officer

These officers share, in varying degrees, the administrative responsibility for the program with the chief.  At some large medical centers and at medical centers with dual facilities, this office may have total technical and administrative responsibility for one segment and/or one facility and be under general supervision of the chief.



	(3) Office, Secretary and Reception 	13.0 NSM (140 NSF)

This serves as the reception and control point for Voluntary Service.  Various activities performed in this office will dictation, typing, file maintenance, handling telephone calls and screening visitors.  The space provided includes 1.9 NSM, (20 NSF) to accommodate ADP equipment.



	  (a) Clerical Staff (When authorized) 	  7.4 NSM (  80 NSF)

  per clerk

This space should be incorporated into the Secretary and Reception area.



�	  (b) Volunteer Sign-in Area 	  5.6 NSM (  60 NSF)

Every medical center requires one volunteer sign-in area to be located in Voluntary Service for recording volunteer activity.  The space provided accommodates the automated records system (each volunteer has one or more computer cards to mark when reporting for each assignment), meal sheet to be signed by each volunteer and brochures/information sheets to be disseminated to them.



This space should be incorporated into the Secretary and Reception area to provide reasonable access and acknowledgement of volunteers by Voluntary Service staff.



Additional sign-in areas may be located strategically throughout the medical center for the convenience of the volunteers.  One such area is always located at the information desk in the main hospital lobby.



	b. VAVS Organization Area

Many volunteer service organizations, veteran and nonveteran, are represented on the VAVS Hospital Advisory Committee.  In addition to the activities volunteers from these organizations perform throughout the medical center, some organizations provide unpaid representatives (reps) and/or deputy representatives (deps) in Voluntary Service on a regular basis to provide special services to inpatients (visitation program, distribution of comfort items, fruit and clothing; personal services such as writing letters, shopping, making telephone calls; etc.) and outpatients (coordination of travel arrangements to and from the medical center, assistance in completing the Department of Veterans Affairs (VA) applications, etc.).



VAVS Organization Work Stations



The workstations accommodate desk space used by one or more organizations as well as secured storage lockers for items distributed to veterans.



The total space required depends on the total number of organizations represented on the VAVS Hospital Advisory Committee.  Depending on the number of organizations involved and the frequency reps/deps occupy the area, the space may be planned as separate offices (private and/or shared), as an open office shared by several organizations with movable partitions creating cubicles for each organization or a combination of both.



	(1) Fewer than 20 VAVS Organizations 	22.3 NSM (240 NSF)

	(2) 20-29 VAVS Organizations 	31.6 NSM (340 NSF)

	(3) 30-39 VAVS  Organizations 	42.7 NSM (460 NSF)

	(4) 40-49 VAVS Service Organizations 	52.0 NSM (560 NSF)

	(5) Over 50 VAVS Service Organizations 	63.2 NSM (680 NSF)



Note:  Escort/Messenger Service Area Ä In some medical centers, Voluntary Service or a VAVS Organization supervises and administrates the hospital-wide transportation of patients and delivery of messages, lab specimens, etc.  Space for an Escort/Messenger Service Area is provided in Chapter 262, Ambulatory Care in Handbook VA HANDBOOK 7610.



�	c. Volunteer Multipurpose Workroom

This area is used by Voluntary Service staff, volunteers and service organizations for:



Volunteer activities such as receiving, sorting and distributing donated items; assembling/collating materials for hospital services; special projects; bagging comfort items for distribution; volunteer clerical assistance, etc.



Meetings such as volunteer orientation, VAVS Executive Committee, conferences with hospital services, etc.



Lounge are for volunteer relaxation, socialization, etc.



	(1) Fewer than 50,000 total volunteer hours 	13.9 NSM (150 NSF)

	(2) 50,000-100,000 total volunteer hours 	18.6 NSM (200 NSF)

	(3) Over 100,000 total volunteer hours ....................	27.9 NSM (300 NSF)

	(4) Add 2.4 NSM, (25 NSF) to the multipurpose workroom medical center and Voluntary Service is not located in proximity to the main Recreation Service area.



The space provided accommodates a deep sink for filling and cleaning coffee urns and access to the sink.



	d. Storage 	  4.7 NSM (  50 NSF)

per 25,000 total 

volunteer hours  

plus

  2.3 NSM (  25 NSF)

per 15 VAVS organizations

 (9.3 NSM (100 NSF)

Minimum; 37.2 NSM

(400 NSF) Maximum)

This area will be used by Voluntary Service and VAVS organizations to store office supplies, comfort supplies, donated items, awards/Voluntary Service records, volunteer uniforms/smocks, special program/activity supplies, cards used for distributing items, etc.



	(1) Add 2.4 NSM, (25 NSF) to the calculated storage space if Voluntary Service is responsible for public relations for the medical center.



	(2) Add 5.6 NSM (60 NSF) to the calculated storage space if a "coffee program" is provided by any VAVS organization(s)



This provides a secured storage for coffee carts/urns and coffee supplies(cups, coffee, sugar etc.)



5.  OPERATING RATIONAL (BASIC OF CRITERIA)



	a. Administrative space is based on the following rationale:



	(1) Staffing requirements from the Quarterly Name Listing of VHA personnel in Pay Status.



	(2) Provisions for CRT and printer space to accommodate the automated records system used by Voluntary Service to collect and tabulate data for reporting information pertaining to Voluntary Services Programs Served and Status of Regularly Scheduled Volunteers.



	(3) Voluntary Service policy that one volunteer sign-in area be available in administration.



	b. Space for the VAVS Organization Area is based on field visits and survey data demonstrating:



	(1) The Department of Veterans Affairs (VA) Medical Center management provides space for unpaid representatives (reps) or veteran and nonveteran service organizations who provide direct, essential services to hospitalized/outpatient veterans and their dependents on a regular basis.



	(2) The amount and type of space required by unpaid reps of service organizations is dependent on the number of service organizations represented on the VAVS Advisory Committee for medical center



	c. Volunteer Multipurpose Workroom space is based in field visits and survey data demonstrating the types of activities and number of volunteers utilizing the space during peak intervals.



	d. Storage space is based on field visits and survey data demonstrating the types and quantity od items stored by Voluntary Service and unpaid reps of service organizations.





6.  DESIGN CONSIDERATIONS



	a. Figure 290.F1 provides the interfunctional relationships within Voluntary Service.



	b. Figure 290.F2 provides a relationship (location) chart between Voluntary Service and other health facility departments or services where interaction can be expected.



	c. Voluntary Service should be located:



	(1) Within ease of access to the main hospital entrance traffic flow.





	(2) In proximity to hospital administration.



	(3) Within ease of access to nursing units and Recreation Service because voluntary activity is greatest in these areas.



	d. Offices for the Chief and Assistant Chief should be accessible from Volunteer Multipurpose Workroom and to the main hospital entrance traffic flow.



	f. The Volunteer Multipurpose Workroom should be located in proximity to the Secretary/Reception area, but accessible only from a main corridor to enable volunteers to utilize the area during evenings and weekends.



	g. The Storage area should be easily accessible from all Voluntary Service functions.  It should open onto a main corridor to facilitate loading and distributing donated items, and to enable weekend/evening access by Service Organization representatives.



�









�





Figure 290.F1  -  Intrafunctional Relationships within Voluntary Service



�Interfunctional Relationship Matrix



(Relationship of Voluntary Service to services listed below:)





Service	Relationship	Reasons

Ambulatory Care	3	F,G

Main Lobby & Information Counter	3	F,G

PharmacyÄÄMain	3	F

Recreation Service	3	A,F,G

Rehabilitation Medicine Service	3	F







PHYSICAL RELATIONSHIPS BETWEEN SERVICES



Symbol	Relationship	Description

    1	Especially Important	Essential for services to be adjacent

    2	Important	Services to be in proximity, on the same floor

    3	Limited Important	Services within the same building but different floors acceptable.

    x	Undesirable	Separation desirable.







Reasons

(Use as many as appropriate)



A - Common use of resources	G - Sequence of work

B - Accessibility of supplies	H - Patients' convenience

C - Urgency of contact	I - Frequent contact

D - Noise or Vibration	J - Need for security

E - Presence of odors or fumes	K - Others (Specify)

F - Contamination hazard	L - Closeness inappropriate









































Figure 290.F2  -  Interfunctional Relationship Matrix  -  Voluntary Service
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