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POLICY
Island Hospice volunteers comply with all laws and regulations governing documentation of hospice patient and family care.

PROCEDURE
1. Volunteers document every contact, whether in person or by telephone, with patients and their families.

2. All documentation is made in black ink.

3. All documentation is written or printed legibly and neatly, using proper spelling and grammar.

4. Any mistakes are crossed out, initialed and corrected in black ink.  Correction fluid is not used.

5. The complete first and last name of the patient is noted.

6. Documentation forms used include the Volunteer Assignment Sheet, Volunteer Care Plan, and Volunteer Visit Note.  Specific instructions for their use are provided during Volunteer Orientation and through ongoing volunteer education.

7. All documentation is maintained at Island Hospice and must be completed and submitted in a timely manner.

8. Regular communication with the Volunteer Coordinator and/or his/her designee is required.

9. Any documentation containing patient or family information must be treated as confidential.  Documentation that needs to be destroyed is returned to the hospice office and placed in the shred bin to maintain confidentiality.
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