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VA Loma Linda Healthcare System
Statement of Commitment and Understanding
As a volunteer of the Department of Veterans Affair (VA), I am committed to safeguarding the personal information that Veterans and their families have entrusted to the Department. I am also committed to safeguarding the personal information which VA employees and applicants have provided.
I will contact the Chief, the Voluntary Services department, local Privacy officer, or information Security Officer when I am unsure of the appropriate protocol to gather, create, maintain, use, disclose, or dispose of information about Veterans and their families, VA employees and applicants.
-Ensure documents containing private health information (PHI), or individually identifiable information (III) are put in the recycle bins and not trash receptacles.   
-Check fax and copying machines to ensure that documents containing PHI or III are not left there.
-Log off the computer before walking away.
-Know the Privacy Officer – 
-Know the Information Security Officer – 
-Alert your supervisor of apparent privacy and/or security violations.
-Feel free to contact the privacy and/or security officer.

I understand that if I fail to comply with applicable confidentiality statues and regulations, I may be subject to civil and criminal penalties, including fines and removal, for violation of applicable confidentiality and security statues, regulations and policies.
I certify that I have read the information above and am committed to safeguarding personal information about Veterans and their families, VA employees, and applicants.  

_______________________		_______________________              ____________
Print Name				Signature				Date	


Self-Certification Volunteer Training

The Joint Commission and Health Insurance Portability and Accountability Act (HIPAA) requires that all volunteers receive mandatory training upon entry and on an annual basis. Voluntary Service needs to document that you have received this training.

Initials

1. General Orientation 			______
2. Patients with Disabilities 		______	
3. Age Specifics				______
4. No Fear, Crime 			______
5. Patient Abuse				______
6. Sexual Harassment 			______
7. Universal Precautions			______
8. TB Requirements			______
9. Fire & Safety				______
10. Privacy Training 			______
11. Info Security & HIPPA 		______
12. Rules and Ethics			______
13. Statement of Commitment		______
 I ___________________________ (print name) certify that I have read, understood and completed all the Training Materials on the list above. I will abide by the policies and procedures of Voluntary Service at the VA Loma Linda Healthcare System.  Please complete all requirements before scheduling for interview.



Signature: ___________________________________ 	Date: ______________

Privacy Training

Print Name: _________________________________		Date: _________________

1. The VA can send emails with patient’s health information as long as the information is de-identified or encrypted.

True 				False

2. When disposing of documents with patient information, you do not have to place them in a locked box or shredder.

True				 False

3. Posting patient names outside the patient’s rooms or announcing a patient’s name in the waiting area is considered

a) Accidental disclosure
b) Release of information
c) Incidental disclosure
d) Part of the minimum necessary rule

4. If a Veteran tells you that he/she is thinking of ending their life, you will not violate the HIPPA laws if you tell your immediate supervisor, nurse, or doctor. 

True 				False

5. It is acceptable to discuss the patient’s name and health conditions that you learned while working at the VA with another volunteer or family member.

True 				False

6. Volunteers may disclose or share individually identifiable information without written consent from the patient to any department of the VA medical facility that needs the information of fulfill official VA assignment, treatment, payment, or effective operations.

True 				False

7. If you see a patient that you know while you are volunteering at the VA, you are not allowed to tell you significant other or friends that this person was at the Medical Center or in the Clinic receiving care. 

True				 False

8. If a volunteer notices the Veteran’s health information is lying at the copy machine or fax machine the best thing to do is

a) Put the information in a folder
b) Turn the paperwork over so no one can read it
c) Give the information to their supervisor
d) None of the above actions

9. If you feel someone has breached confidentiality or shared health information they should not have, report this to

a) Your supervisor
b) The Voluntary Service office
c) The Privacy Officer
d) All of the above 

10. If a volunteer breaches confidentiality or privacy rules they can be 

a) Terminated as a volunteer
b) Fined 
c) Imprisoned
d) All of the above

11. The name of the Privacy Officer is and the name of the Information Security Officer is for the VA Loma Linda Healthcare System

True 				False

12. If you are running late arriving at the VA for your volunteer assignment, you’re allowed to call another volunteer so they can sign in for you.

True				 False

Sign Name ________________________________			Date _________________





Volunteer Competency Quiz

Print Name: _________________________________		Date: _________________


1. If you cannot report to your volunteer assignment as scheduled contact the VA Supervisor in the area where you work.

True 				False

2. Veteran’s complaints should be referred to your VA Supervisor first, then to the Patient Advocate office.

True 				False

3. Student Volunteers must be at least 14 years old to work at the VA and must have their parent’s signed permission.

True 				False

4. Written consent is NOT needed from a patient in order to take their picture.

True 				False

5. Volunteers must sign in on the designated computer or VA sign in sheet before starting their assignment for the day, even after duty hours, or in another location.

True 				False

6. Volunteers must sign in to:

a) Receive credit awards, pins, service organizations
b) Be protected in case of legal liability claims, illness or injury
c) Be accounted for in case of a disaster
d) Gain hours for scholarships or experience
e) All of the above

7. Volunteers do not have to worry about washing their hands or using foam or gel while working in the clinic or in their assigned area.

True 				False

8. Volunteers are permitted to enter the “Isolation” areas.

True 				False
9. When listening to a customer, (anyone you meet) you should stop working, look at the person, and display a caring attitude.

True 				False

10. Some ways you can increase customer service to Veterans include:

a) Smile
b) Show respect
c) Listen with an open mind 
d) Say thank you 
e) All of the above

11. Before volunteering at the VA, new applicants must:

a) Submit fingerprints and be cleared on background check 
b) Complete orientation materials
c) Be cleared for TB
d) All of the above

12. Volunteers should report suspicious activities or individuals to:

a) VA Supervisor
b) The Director 
c) Voluntary Service Office
d) VA Police
e) A & D

13. During an emergency situation, the volunteer should contact their VA Supervisor.

True 				False

14. Volunteers must wear their I.D. badge at all times while volunteering, wear it above the waist with their picture showing. The badge must be returned to Voluntary Service when a volunteer resigns or is not able to work for an extended period of time.

True 				False

15. You would NOT need to check with the Voluntary Service office before distributing donations or food to patients.

True 				False

16. Volunteers can wear shorts, sandals, and tee shirts with logos while working.

True 				False

17. Volunteers should not talk about patient names and health information with others.

True 				False

18. Which of the following should be reported to the VA Police?

a) Thefts of or missing government or personal property
b) Assaults or threats to employees or the general public
c) Disturbances
d) Bomb Threats
e) All of the above

19. Who can initiate a code Yellow when an individual may become violent?

a) Visitors
b) Any VA Staff Member or Volunteer (employee)
c) Patients

20. If you receive a bomb threat by telephone, a good tool to use to help you get information from the caller is:

a) An equipment inventory checklist
b) VA Police Voluntary Witness Statement
c) SF-71
d) VA Information Bomb Data Form (Orange Form)





21. If confronted by a potentially violent individual notify VA police, speak calmly and listen carefully.

True 				False

22. While volunteering, use your cell phone for emergencies only, and do not talk on the cell phone where Veteran patients can hear or see you.

True 				False

23. Who can challenge an individual who is not wearing a VA I.D. badge?

True 				False

24. If you are sexually harassed or discriminated against during your volunteer assignment you must report this immediately to your VA supervisor and the Volunteer Office.

True 				False

25. Two components of “I CARE” are commitment and advocacy.

True 				False
























TB Requirements 
I understand as a regular volunteer that I will report any of the following TB symptoms to the Volunteer Office immediately: fever, chills, persistent cough, coughing up blood, persistent fatigue, or unintentional weight loss.

Sign Name: _____________________________	Date: _____________





































VA Loma Linda Healthcare System

Privacy Quiz – Key

1. TR
2. F
3. C
4. TR
5. F
6. TR
7. TR
8. C
9. D
10. D
11. TR
12. F
Volunteer Competency Quiz – Key

1. TR
2. TR
3. TR
4. F
5. TR
6. E
7. F
8. F
9. TR
10. E
11. D
12. E
13. TR
14. TR
15. F
16. F
17. TR
18. E
19. B
20. D
21. TR
22. TR
23. D
24. TR
25. TR
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