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Welcome Introduction
Our Vision 
Summa Health will be recognized as one of the finest 

healthcare organizations in the United States and will be 

the preferred provider of healthcare services in  

our service area.

Our Mission 
The mission of Summa Health is to provide the highest 

quality, compassionate care to our patients and to 

contribute to a healthier community.

Our Commitments 
Serve with Passion

• Appreciate the privilege we have every day to serve 

the people of our community at some of the most 

vulnerable times in their lives … when they are sick, 

injured, frightened and in pain. Be the calm in their storm.

• Look for the joy in our work, paying attention to the 

impact each of us can have on the lives of others.

• Serve with integrity by always following through on 

commitments, being honest and acting ethically.

• Create a welcoming environment by making eye contact 

and greeting others we pass in hallways and elevators.

• Recognize and celebrate what is right about Summa 

Health while always looking for opportunities to make 

the care we provide even better.

• Go above and beyond

Personalize Care

• Empower patients and family members to be involved 

in decisions related to their care.

• Communicate openly and effectively with patients and 

their family members, encouraging them to share their 

thoughts, concerns and questions.

• Make eye contact.

• Encourage patients and family members to share their 

questions and concerns by asking open-ended questions 

such as, “How can I help you most right now?”

• Listen actively and ensure understanding by 

paraphrasing back what the patient has just told you.

• Always knock and ask patients if it is all right to enter 

their room.

• Call patients by their preferred name each time you 

enter their room.

• Introduce yourself by name and explain your role on the 

care team to patients and family members.

• Improve the continuity of care by always helping 

patients know and understand what comes next during 

their visit or stay.

Value every person

• Look for the best in every individual we serve and in 

those we work with.

• Treat others without bias or judgment; we have not 

walked in their shoes.

• Respect and celebrate the diversity of the patients we 

serve and the talented colleagues we work with every day.

• Treat others with courtesy and respect, even when we 

may disagree with their ideas.

• Recognize the talents of others on our team, expressing 

thanks for their contributions.

• Offer a friendly ear to colleagues who may be 

struggling. Be willing to reach out to others when you 

need help or are having a bad day.

Take Ownership

• Model the actions and qualities that you seek in others.

• Beyond just identifying the problem, be a part of the 

solution in any situation.

• Even when a solution seems like the right one, continue 

to evaluate it and make changes to improve the 

outcome.

• Be aware of your own emotions and the ways they may 

affect how others react to you.

• To ensure a safe environment for patients and 

colleagues, always follow “I’m 4 Safety” behaviors.

• Advocate for patients, ensuring they get what they need 

and have the best possible care experience.

Work Collaboratively

• Encourage patients, family members and colleagues 

to speak up when they have a concern by proactively 

seeking their ideas and asking good questions.

• Seek the input and ideas of colleagues in decisions to 

find the best solution and to increase the chances for 

success.

• Be eager to learn, with an openness to new knowledge 

that will help the team provide consistently better care.

• Recognize the strength of our teaching programs 

in providing world-class care for patients today 

and preparing the next generation of tomorrow’s 

professionals.

• Speak positively about colleagues and other 

departments, creating a higher degree of confidence 

and trust among patients and families.

Partner with the Community

• Appreciate that as Summit County’s largest employer, 

Summa Health plays an important role in keeping our 

community strong, healthy and successful.

• Look for opportunities to give back to our community 

through volunteerism, which contributes to the health 

and vitality of the greater Akron region.

• Recognize that we serve diverse communities through 

our clinics, special programs and partnerships with 

other community agencies.

Dear Volunteer,

We would like to welcome you to Summa Health and 

thank you for your commitment to volunteerism. Our 

mission is to provide the highest quality, compassionate 

care to our patients and contribute to a healthier 

community. Summa is committed to being a premier 

integrated healthcare delivery system and dedicated to 

ensuring we provide the right care to the right person 

at the right time. We are rebuilding our care delivery 

system with the patient at the center of everything we do. 

Through this endeavor, Summa Health recognizes that 

volunteers will serve as an integral part of the services  

we can provide.

This handbook informs you about many of the guidelines, 

policies and standards at Summa Health. This handbook  

does not provide comprehensive descriptions of our 

volunteer benefits and policies. If you have any questions 

or concerns about this material or about Summa Health, 

please contact the Volunteer Services Office.

All current Volunteer Services policies can be found in the 

Volunteer Services Department Manual, which is available 

in the Volunteer Service Centers.

We hope you have a wonderful volunteer experience.  

We sincerely appreciate your dedication of time, talent 

and treasure.

Yours in good health,

The Volunteer Services Team

“ From a staff perspective, our 
volunteers have proven to be 
a valuable asset to our team. 
Their presence and comfort 
to our patients is unequaled.” 

-Lisa Oakley, Emergency Dept. Nurse, 

Summa Health System – Akron Campus 

Hospital Information

Summa Health System – 

Akron Campus 

525 E Market Street

Akron, Ohio 44304

Summa Health System – 

St. Thomas Campus

444 N Main Street

Akron, Ohio 44309 

Summa Rehab Hospital

29 N Adams Street

Akron, Ohio 44304

 
 
Summa Health System – 

Barberton Campus

155 Fifth Street NE

Barberton, Ohio 44203 

 

Summa Health Wadsworth-

Rittman Medical Center 

195 Wadsworth Road

Wadsworth, OH 44281

Volunteer Services Office Contact Information

Summa Health System –Akron Campus

Volunteer Services

tel:  330.375.3247

fax: 330.375.7073

Summa Health System – Barberton Campus

Volunteer Services

tel:  330.615.4036

fax: 330.615.4039

volunteer@summahealth.org 
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On the Assignment
Service Excellence
At Summa Health, we recognize that a pleasant and 

sympathetic environment aids a patient’s recovery. All of 

our patients and families are affected by interpersonal 

relationships and by the image that our organization 

projects. We place a high degree of importance 

on establishing and maintaining an atmosphere of 

professionalism, friendliness, courtesy and concern for 

each patient, visitor, physician, co-worker and volunteer in 

order for all to have a favorable perception and experience 

with our organization.

Standards of Behavior – “Acts of Excellence”
Summa Health maintains standards of behaviors to help 

us achieve our Mission and Vision and describe what our 

values look like. Having Standards of Behavior ensure that 

everyone can hold themselves and others accountable 

to meeting organizational expectations. The ACTS of 

Excellence contain Standards of Behavior that address:

A: Appearance and Attitude

C: Courtesy / Communication / Concern

T:  Teamwork

S:  Safety

Diversity
We all differ from one another. As volunteers in the 

healthcare industry, our differences can become more 

important due to the extremely personal nature of the 

services we provide. As we work with patients, families 

and employees, we need to be aware of different beliefs 

and practices and be willing to create and maintain an 

environment that is respectful of all people.  

 

No one can know and understand all the ways we 

differ from one another; however, we can create an 

environment that is respectful of differences. To do this, 

you must be aware of your own feelings about differences 

and consistently use behaviors that communicate 

respect. You have a big role to play when it comes to 

embracing cultural difference and sensitivity toward other 

cultures. When dealing with patients, families, colleagues, 

volunteers and employees:  

• Warmly greet each person with whom you interact. 

• Smile and display overall positive body language. 

• Show true concern when dealing with patients and  

their families. 

• Offer assistance. 

• Maintain confidentiality. 

• Recognize that families, patients, employees and 

colleagues are different and these differences  

are valuable. 

• Be open about cultural differences and other 

dimensions of diversity.

• Be aware that cultural background can influence the 

way people communicate through body language, 

listening, expressing opinions, working and speaking.

You are Summa 
Every patient, guest, physician, 
Summa team member and 
volunteer’s experiences with 
Summa are shaped by you.

Productive Climate
A productive climate is one that does not tolerate verbal 

or physical conduct by any employee or volunteer 

that harasses, disrupts or interferes with another’s 

performance or that creates an intimidating, offensive or 

hostile environment. 

Volunteers are expected to maintain a productive climate 

that is free from harassing or disruptive activity. No form 

of harassment including sexual, due to race, national 

origin, religion, disability, pregnancy, age, military status or 

sexual orientation will be tolerated.

Privacy & Confidentiality
Summa Health is required to keep our patients’ health 

information confidential. The Health Insurance Portability 

and Accountability Act (HIPAA) defines privacy and 

security standards for healthcare organizations and 

mandates compliance. Volunteers are required to adhere 

to Privacy and Information Security policies or face 

corrective action, up to and including termination. Federal 

laws also include criminal penalties for the misuse of 

protected health information.

Employees as Volunteers
Former or retired employees, who wish to return to 

Summa Health in the capacity of a volunteer, must 

complete the application process as any other prospective 

volunteer would, i.e. completion of application form, 

interview process, any necessary training sessions, 

volunteer orientation, etc.

Current employees cannot volunteer in the same capacity 

as they are employed or carry out similar duties to their  

employment. For example, a Chaplain employee cannot 

also volunteer as a Chaplain. Current employees must 

volunteer during non-scheduled hours. Persons who 

formerly worked in a supervisory capacity may not return 

to the same area as a volunteer as it may be difficult for 

co-workers to adjust to the volunteer’s different status. 

Former non-supervisory employees who wish to 

volunteer in the same department from which they have 

retired may do so only at the discretion of the Director. 

A six (6) month time period must have elapsed; and the 

volunteer cannot function in the same job assignment 

from which they retired (volunteers supplement, never 

replace paid staff). Former employees who wish to 

volunteer in another area other than their previous 

department do not have to wait six (6) months.

In addition, volunteers with family members as employees 

may not volunteer in the department where his/her family 

member works.
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All volunteers must abide by the following social media policy: 

1. Summa Health employees and volunteers are bound 

by the terms of the Social Media Public Policy when 

producing Internet media content. Failure to comply 

with the Social Media Public or Employee Policies 

may result in disciplinary action up to and including 

termination in accordance with the Employee 

Handbook and Volunteer Handbook.

2. Employees and volunteers must comply with Summa’s 

Compliance Plan and Service Excellence Policy. You 

cannot share any confidential or proprietary information 

and; must maintain HIPAA rules and regulations, and 

adhere to the Service Excellence policy at all times. 

Do not discuss any patient information, specific cases, 

treatment delivered, etc. (even without the use of his/

her name).

3. Do not attempt to diagnose or treat conditions raised 

by fellow site users. Avoid engaging other site users in 

discussions regarding symptoms, conditions, diagnoses 

or treatment. In such instances, other site users should 

be encouraged to consult their personal physician. 

4. Write in the first person. When your connection to 

Summa is apparent, make clear you are speaking for 

yourself and not on behalf of Summa.

5. Do not use Summa Health e-mail addresses as 

identification. Do not use Summa or names associated 

with Summa in part or whole for a username or 

screen name, except for professional networking 

purposes (if required).

6. Do not create or share Internet media communication 

that negatively impacts Summa’s reputation or brand. 

7. Do not create or share Internet media communication 

that violates any local, state, federal or international 

laws and regulations. This includes uploading, posting 

or e-mails that: impersonate/misrepresent, infringe on 

copyright laws, contain obscene or defamatory content, 

forward unsolicited/unauthorized (“spam,” “ junk mail,” 

“chain letters”), knowingly create or transmit software 

viruses, worms or other disabling codes.
Orientation and Annual Education
All volunteer applicants must attend the Volunteer 

Services orientation prior to beginning their volunteer 

service at Summa Health. Orientation will provide you 

with information concerning Summa Health, safety 

procedures, risk management, hospital and department 

policies and HIPAA guidelines. The purpose  

of this is to orient you to Volunteer Services and the 

overall standards of Summa Health.

All departments of Summa Health may set up rules and 

procedures appropriate to their areas of responsibility. 

Departments that utilize volunteers are responsible 

for providing department specific orientation to the 

volunteers who serve in that specific department.  

Please learn these rules and observe them since they 

benefit you, the organization and our patients.

All Volunteers must complete the annual Organizational 

Education requirement. Volunteer Services will provide 

all volunteers with access to this education. All volunteers 

are required to complete a signature form each year 

verifying they have read the information. 

Volunteer in-services are also periodically held to 

educate, train and develop the volunteers on various 

topics of interest.

Infection Control Policies
All members of the hospital staff, including volunteers, 

must cooperate in controlling the spread of infection. 

Procedures for the control of infection are designed to 

minimize the spread of infection from:

• Patient to patient 

• Patients to personnel (including volunteers) 

• Personnel to patients 

Don’ts

•  Do not report for volunteer service if you are sick, 

especially if you have a fever, diarrhea or a skin infection. 

• Do not eat or drink in a patient’s room. 

• Do not eat or drink anything from a patient’s tray. 

• Do not enter an isolation room. 

• Do not attempt to clean up spilled specimens. 

• Do not handle needles. 

•  Do not touch any item that may be contaminated with 

blood and/or body fluids.  

Hand Washing

One of the most important things you can do to 

minimize the spread of infection is to practice good hand 

washing technique. 

Wash your hands:

•  When you report to your assigned area of volunteer 

service and when you leave 

• Before and after breaks and meals 

• After you use the restroom 

•  After any personal contact with patients 

•  After you handle any materials (linens, food trays,  

etc.) used by patients 

• When hands are visibly soiled

•  After blowing your nose, coughing or sneezing

•  When entering and leaving patient rooms 

Social Media Policy
Social Media content can be written, verbal or images. Some examples include:

• Social networking sites

• Personal networking sites

• Blogs and micro-blogs

• Message boards and chat rooms

• Podcasts and webinars

• Video sharing sites

• Texting, instant messaging

6
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Hand Hygiene Instructions for Volunteers in 

Patient Care Areas

Volunteers who select assignments that involve direct patient 

contact (Nursing, Physical Therapy, Occupational Therapy, 

Patient Transport, Emergency Department, etc.) must adhere 

to the additional hand hygiene requirements as follows:

•  Finger nails are to be neatly trimmed and maintained 

at a reasonable length (not longer than ¼” beyond the 

fi nger tip) 

•  Artifi cial nail enhancements are not to be worn. Non-

chipped polish is permitted, but anything applied to 

nails other than polish is considered an enhancement. 

This includes, but is not limited to: artifi cial nails, tips, 

wraps, appliqués, acrylic, gels or other additional items 

applied to the nail surface. 

Isolation

It is also important that you recognize isolation areas and 

do not enter isolation rooms. Under no circumstances 

should a volunteer enter a room of a patient who is in 

isolation. An isolation room can be recognized by the 

presence of a Do Not Enter or a Restricted Access sign 

of any kind.

Gloves, Masks and Gowns

At times and in certain assignments in the Hospital, you 

may be required to wear disposable gloves, masks and/

or gowns. These items are to be used only once and 

disposed of properly. Universal Precautions are to be used 

in the care of all patients. If you have any questions about 

the proper use or disposal of these items, please ask the 

nursing staff .

Summa Health provides personal protective equipment 

(gloves, masks, gowns) to use. All body substances are 

assumed to be infectious and Summa practices the 

Standard Precautions control barrier program. STOP
Restricted AccessDo Not Enter

Bloodborne Pathogens

Bloodborne pathogens are transmitted through body 

fl uids although all body fl uids and tissues should be 

regarded as potentially infectious. To eliminate the risk 

of infection, under no circumstances should a volunteer 

handle any item that may contain blood and/or body 

fl uids or handle needles. 

Volunteers are permitted to transport lab specimens as 

long as it is placed in a biohazard bag. All bags should be 

placed in a caddy and gloves should be worn. Volunteers 

must not transport IV bags containing chemotherapy 

solutions or specimens from patients receiving 

chemotherapy.

If you have any concerns about your safety or about 

procedures for infection control, please ask the nursing 

staff  on duty. If you have additional questions, please 

contact Volunteer Services.

Tobacco Free Policy

All Summa Health employees and volunteers may not 

smoke, use tobacco products or smell of smoke during 

their shift—including breaks and meal periods—whether 

they are on or off  any hospital campus, off site offi  ce or 

outpatient center. While employees and volunteers are not 

required to quit smoking or using tobacco products, they 

cannot do so during their shift. 

This is another step towards encouraging Summa Health’s 

employees, patients and visitors to make healthy lifestyle 

choices and to make Summa a healthy, productive and 

safe environment in which to work, to be cared for, 

volunteer and visit. 

When Washing your Hands...

• Wet hands with warm water.

• Apply soap to the palm of the hand.

• Rub hands vigorously to work up 

a full lather for 20 seconds, with 

particular attention to areas in 

between fi ngers and the nails. 

• Rinse hands and dry thoroughly with 

clean paper towels.

• Hand operated faucet handle must be 

turned off  with a clean paper towel.
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Volunteer Services Policies
Tuberculosis and Immunization Screening
All Summa Health volunteers are required to complete 

a tuberculosis (TB) and immunization screening. 

Volunteer applicants must complete the Tuberculosis 

and Immunization Record Form and bring it, along with 

immunization documents or records, with them to 

their health screening. Tuberculosis and immunization 

screenings are provided free of charge and are completed 

Monday through Friday at the following two locations.

Employee Health Center at 

Summa Health System – Akron Campus

330.375.3263  

Hours of operation: 7:00 a.m. - 3:30 p.m. 

Employee Health 

Summa Health System – Barberton Campus

330.615.5300  

Hours of operation: 7:30 a.m. - 4:00 p.m.

Immunization records will be reviewed by the Center 

for Corporate Health or Employee Health Department 

at the time of the applicant’s tuberculosis screening. If 

records do not show documentation of the required 

immunizations or records do not exist for the individual,  

the Center for Corporate Health or Employee Health 

Department will require a titer (blood test) to provide 

evidence of each immunization (Measles (Rubeola) and 

Mumps and Rubella). Results of the titer are available 

typically one (1) week after the test.

Immunizations that are required to participate in the 

volunteer program are as follows:

•  2 doses of MMR (Measles, Mumps, Rubella) vaccine.

•  History of having Chicken Pox or documentation of  

2 doses of Varicella vaccine.

• Flu vaccine during flu season (Oct. - May) 

Personal Health
If you are showing symptoms of illness such as fever, 

runny nose, cough or rash, please do not report to 

volunteer. In addition, if you are under a doctor’s care for  

any communicable disease, we ask that you do not report 

for volunteerism. We ask that you please contact your 

direct supervisor to call-off for your shift.

Uniforms
The purpose of the volunteer dress attire and personal 

appearance standards is to present a professional, fresh 

and neat appearance and to assure safe and sanitary 

volunteer conditions. Volunteers are required to dress in 

appropriate attire and adhere to common standards of 

grooming and personal hygiene. 

Volunteer Services makes final determination of which 

assignments fall into each category listed on the  

following page. 

Patient Visible Position is defined as: 

Volunteers who serve in a capacity where they directly 

serve the patients and guests of Summa Health (i.e. 

Information desks, transport, patient or guest ambassadors, 

etc.). Volunteers that serve in a patient visible position 

are required to wear a uniform top, provided by Summa 

Volunteer Services, and earth tone color bottoms. The 

earth tone color scheme draws from a color palette of 

whites, reds, browns, tans, grays and greens. 

Non-Patient Visible Position is defined as: 

Volunteers who serve in a capacity where they do not 

serve patients or guests of Summa Health. Instead they 

are providing service directly to a department. (i.e. various 

clerical roles, etc.) Volunteers who serve in non-patient 

visible positions are permitted to wear business casual 

attire. Business casual attire includes full length slacks of 

non-jeans material combined with a collared top (polo 

shirt or button-down shirt) or sweater. For women, knee 

length or longer skirts are also permitted. Above the knee 

or tight skirts are not permitted.

Your Photo ID badge is considered part of your uniform 

attire. Photo ID badges must be visible at all times, clear  

of any foreign objects, and worn above the waist. 

Other dress code rules:

• Clean and pressed uniform & clean shoes

• Neat hair & makeup

• No political slogans, buttons or pins

• Appropriate jewelry 

• No heavy perfume, cologne or after-shave

• No gum chewing or smoking while on duty

• Stockings/tights

Obviously, we cannot cover every conceivable question 

on dress and grooming in a handbook of this type. Your 

Volunteer Coordinators will answer any of your specific 

questions. A volunteer improperly dressed may be asked 

to go home and change into proper clothing.

Cell Phones and Electronic Devices
Cell phones and electronic devices may be stored in your 

locker or on your person but they should not be out or 

used while volunteering except on breaks, away from 

patient view.

Time Records
Volunteers are required to sign in at the beginning of 

each volunteer shift and sign out at the end of their 

volunteer shift. We require that all volunteers sign in and 

out on a computer.

Volunteers who choose to take their lunch during their 

shift must sign out before they go to lunch and sign back 

in before resuming their volunteer service. There are 

touch screen computers located on all hospital campuses.   

9
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Personal Belongings
Volunteer Services provides lockers to secure your 

valuable items; however, you are still responsible for their 

safety. It is preferred that you do not bring valuable items. 

Summa Health is not responsible for lost or stolen items. 

At Summa Rehab Hospital, you are required to bring 

your own lock for your locker. At Barberton Campus and 

Summa Health Center at Wadsworth Rittman you will be 

directed as to where you can secure your belongings.

Calling Off from Your  Volunteer Assignment
If you are not able to report for your scheduled time and 

day, please contact your direct level supervisor in your 

volunteer area. For example, if you are a volunteer in the 

Pharmacy then you would contact the supervisor of the 

Pharmacy area in which you volunteer. On your first day 

of volunteerism, you will obtain the call off phone number  

for your volunteer area. 

Personal Information
If you have a change of address, name or phone number, 

please notify Volunteer Services. It is important that we 

have accurate data for mailing out information, notice, 

and invitations. Please also notify us if your emergency 

contact person changes or his/her information changes.

Personal Telephone Calls
Volunteers should not place or receive personal phone 

calls while volunteering. In an emergency, Volunteer 

Services will contact you immediately. 

Changing your Schedule and Reassignment
One of the most difficult tasks of assigning volunteers 

can be to match your interests with available positions in 

the hospital and find a suitable schedule. If you are not 

satisfied with your assignment and/or schedule, please 

advise Volunteer Services, and we will try to find a more 

suitable match. There are many assignment options and 

schedules available.  

Volunteer Corrective Action
Volunteer roles are very important to the mission of 

Summa Health System. If the volunteer is not meeting 

expectations in their volunteer assignment or has 

behavior that is not positive, Volunteer Services has 

the responsibility to correct the situation. We have a 

progressive corrective process to ensure that volunteers 

follow our policies and represent Summa well. 

These steps include:

•  Verbal Warning - A volunteer receives a verbal warning 

about conduct and/or a policy violation.

•  Written Warning - The volunteer receives a formal 

written warning and counseling about conduct and/or 

policy violation. 

•  Final Written Warning - The volunteer receives a final 

written warning and is notified of possible termination if 

the behavior is not changed.

•  Termination - The volunteer is terminated from the 

Volunteer Services Program.

There are circumstances when it is necessary to terminate 

the services of the volunteer. There are several instances 

when this may occur, including but not limited to:

•  Failure to comply with hospital policies

• Extended absences without notice

•  Failure to perform duties of assignment

•  Working under the influence of drugs or alcohol

• Theft of hospital property

•  Breach of confidentiality 

• Accept gratuities and/or gifts

• Refusal to attend trainings

• Performing patient care duties

Patient Contact Volunteerism
You are prohibited from discussing a patient’s physical 

condition with anyone inside or outside of the hospital. 

Consult with the nurse’s station before giving any food 

or liquid to a patient. Never move a patient’s bed up or 

down without permission from the hospital staff. Under no 

circumstances do you enter a room marked ISOLATION or 

a room with a STOP or DO NOT ENTER sign. Volunteers 

are NOT permitted to provide any direct patient care, 

regardless of prior or current licensure or certification.

Patient and Visitor Complaints 
If a patient, visitor or family member voices a complaint 

to you, it should be reported to the proper personnel 

immediately. Proper Personnel would include the manager 

or head nurse of the unit. If you are unsure of who should 

be notified of the complaint, please contact Volunteer 

Services. 

Commitment and Attendance
Because volunteers make a commitment of support to 

patients and employees, it is important that they be reliable. 

Punctuality and satisfactory attendance is expected. If you 

will not be volunteering for several weeks or months, you 

must notify your supervisor and Volunteer Services as soon 

as you become aware.

Volunteers are expected to maintain satisfactory 

attendance. Satisfactory attendance includes:

•  Calling off from volunteerism at least two days prior to 

your assignment.

•  Ensuring that call offs do not occur on a regular basis 

or in a routine/pattern (for example, if a volunteer has a 

recurring scheduling conflict that interferes with their 

volunteer shift then the volunteer should ask that the shift 

be changed).

•  The volunteer is logging service hours at least every three 

(3) months.

Unsatisfactory attendance includes:

•  Calling off the day of your volunteer assignment. 

•  Frequently calling off from your volunteer assignment 

resulting in a routine/pattern (for example, a volunteer 

who calls off on the second Tuesday of each month for 

several months). 

•  The volunteer has not logged service hours in the past 

four (4) months.

Volunteers who are eighteen (18) years or older are eligible 

to request a Leave of Absence (LOA) from his or her 

volunteer assignment. A leave of absence may be taken for 

up to six (6) months in one calendar year.

To request an LOA, the volunteer must contact volunteer 

services at least 2 weeks prior.

11
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Holidays
Volunteers may serve on a holiday at their own 

determination if the department in which they serve is open 

on the holiday. Summa Health recognizes six (6) holidays:

1. New Year’s Day

2. Memorial Day

3. Fourth of July

4. Labor Day

5. Thanksgiving Day

6. Christmas Day

On these holidays, Volunteer Services will be closed.

For Monday through Friday administrative departments: 

Whenever a national holiday falls on a Sunday, the 

succeeding Monday shall be observed as the holiday. 

When the holiday falls on a Saturday, the preceding Friday 

will be observed as the holiday. 

Volunteer Services may be closed on additional days 

associated with the holidays. In this case, you will be 

notified by the Summa Volunteer Services of these 

additional days closed. 

Grievance Procedure 
Any volunteer who considers himself or herself unfairly 

treated or who has a grievance related to any volunteer 

concerns, departmental policies, disciplinary action or 

termination may appeal to the System Director,  

Volunteer Services, who will investigate the grievance  

and issue a decision.

Resignation
If you should decide to leave your volunteer position at 

Summa Health, it is important that you give us as much 

notice as possible so that we may find a replacement for 

your volunteer position. Your ID badge and smock or polo 

shirt must be returned to Volunteer Services at the end of 

your last volunteer shift.

Volunteer Records
Volunteer Services is required to maintain records on each 

volunteer. We protect your personnel records by keeping 

them confidential. We require our records be managed 

in a consistent and logical manner so that the following 

results are achieved: 

• Meet Summa Health standards for record protection, 

storage and retrieval 

• Protect the privacy of each volunteer

•  Minimize the cost of record retention 

•  Dispose of outdated records in an appropriate manner. 

“If you should decide to leave your volunteer 
position at Summa Health, it is important that 
you give us as much notice as possible”

13 14
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Discount Programs
Summa Health provides a variety of special programs 

and discounts to employees and volunteers through 

local businesses and entertainment facilities. Information 

about the current off ers is posted in the Volunteer Service 

Centers at all hospital campuses.

Awards and Recognition Programs
Volunteer Services hosts an annual special appreciation 

celebration event for all volunteers in recognition of their 

service at Summa Health. Periodically, we initiate new 

recognition programs to honor our volunteers for their 

dedication and achievements. 

How to Stay Informed
Newsletter

Volunteer Services keeps you informed with up to date 

information on important events and happenings each 

quarter by issuing The Volunteer Voice. This newsletter 

will be sent to you electronically or to your home via mail. 

Vic Messages

The Volunteer Services Department utilizes Volgistics 

software to send occasional messages to our volunteer 

base. When you sign in using the touch screen computers, 

the Volgistics technology allows our department to send 

you messages. These messages are important for you to 

read prior to beginning your assignment.

Summa Health Publications

The Corporate Communications Department of Summa 

Health publishes multiple publications throughout the 

year, including the weekly News You Can Use, eVitality and 

Vitality Magazine. These publications include information 

about current trends in healthcare, Summa services, 

achievements, etc. These publications are available 

www.summahealth.org.

Returning to Akron and Summa Health 

On behalf of the Summa Health Board of 
Directors, I am very pleased to announce that 
Cliff Deveny, MD, will be returning to Akron and 
Summa Health to serve as our interim president 
and CEO. He begins in this position on  
March 13, 2017. 

Dr. Deveny is recognized as an outstanding 
leader in healthcare, and knows Summa Health 
and its people very well. He previously spent 
more than 20 years at Summa, starting as a 
practicing physician who delivered thousands 
of babies in our community. He also served in 
a variety of clinical and senior leadership roles, 
including President of Summa Physicians Inc., 
Vice President of Clinical Services and Service 
Lines, and Chairman of the Department of 
Obstetrics and Gynecology. From 2011 to 2016 
he was Senior Vice President for Physician 
Services and Clinical Integration at Catholic 
Health Initiatives in Colorado, and since last  
year he has been President of Locus Health  
in Virginia.

A graduate of Firestone High School, Dr. 
Deveny has deep roots in Akron and in all his 
leadership roles has demonstrated a strong 
collaborative style that will be of particular 
benefit at this moment in our history. With his 
deep understanding of the vision for population 
health that we have in place, his commitment 

medical education and his engaging and 
collaborative leadership style, Dr. Deveny is a 
perfect fit as we work to transform our culture 
and the health of our communities.

Dr. Deveny will have full authority to lead the 
system and will enjoy the strong support of 
our Board to move Summa Health forward in 
keeping with our vision for the system’s future. 
Dr. Deveny’s leadership skills and integrity, his 
deep roots in Akron and his detailed knowledge 
of our organization made him the clear choice 
for the post of President and CEO.

As always, the Board is deeply appreciative of 
the dedication that you show every day in  
providing high-quality care for our patients. 
Now is the time for our entire family to  
come together and work to advance our  
critical mission of improving the health of  
our community.

Please join me in congratulating Dr. Deveny, and 
in welcoming him back to Summa. 

Jim McIlvaine
Summa Health Board Chair

The Volunteer Voice
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Dr. Cliff Deveny

Benefi ting You
Volunteer benefi ts are developed to be supportive of 

the organization’s mission, philosophies, vision and 

commitments. A key element of this is to develop and 

maintain benefi ts that are internally equitable and 

competitive in the relevant market place in order to 

recruit and retain quality volunteers for Summa Health.

Parking
Summa provides free parking for you on the day that you 

volunteer. For Akron Campus and Summa Rehab Hospital 

volunteers, the South Deck (55 Arch Street) is your parking 

location. For St. Thomas Campus volunteers, please park 

in the visitor parking deck. Please do not park in reserved 

spaces. At Barberton Campus, volunteers may park in 

the surface lot. At Wadsworth-Rittman Medical Center, 

volunteers may park in the white lined spaces in any of the 

parking lots.

For safety purposes, the Volunteer’s vehicle must 

be registered with Protective Services at the time 

the volunteer obtains his/her Summa Health System 

identifi cation badge. Volunteers must provide the make, 

model, year and license plate number of his or her car.

Protective Services will supply the volunteer with a 

parking permit sticker. This sticker must be adhered to the 

backside of the volunteer’s rearview mirror.

To access the free parking benefi t, the volunteer must 

swipe his or her identifi cation badge upon entering and 

exiting the parking garage.

Meal Benefi t 
Volunteers who provide service for a shift of four (4) hours 

or more per day may obtain one (1) meal at the various 

food vendors on all campuses. The maximum allowance 

for a meal is $8.00. This meal allowance is only available 

on the day that service is provided. Volunteers are not 

permitted to purchase meals for other volunteers, non-

volunteers or groups of volunteers. The meal allowance is 

also non-transferable to other volunteers.

Volunteers are responsible for making arrangements with 

the department in which they serve to determine the most 

appropriate time to take their meal break.

To obtain the volunteer meal benefi t, the volunteer must 

be wearing the Summa Health issued identifi cation badge. 

The cashier in the cafeteria will swipe the volunteer’s 

badge through the point of sale. The cashier is authorized 

to grant the meal benefi t only to individuals wearing a 

volunteer badge. 

Learning Center
Volunteers are granted access to Summa Health Learning 

Center during hours not assigned to serve the hospital. 

You can take a wide variety of computer courses to 

develop offi  ce skills and more. The Learning Center is an 

independent study center that allows you to study at your 

own pace and in your own time. For more information 

about these exciting learning opportunities, contact the 

Learning Center at 234.312.5075 for an appointment. 

 “What I like best about 
volunteering with the 
comfort cart is that the goal 
is to ensure that patients and 
families have the essentials 
they may need. Whether a 
patient or a family member 
would like a toothbrush, a 
packet of tissues, or a word 
search, they are grateful. It is 
always amazing to see how 
such a simple thing can put 
a smile on someone’s face.”
- Kajal Madan
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Hospital Compliance Program and  
Safety Precautions
Ethical Business Practices
Tips and Gifts

Volunteers may not solicit or accept money, gifts or 

rebates from patients or persons with whom Summa 

Health does business. Refer anyone wishing to make a 

donation or gift to Summa Health to the System Director, 

Volunteer Services, the supervisor in your area or to the 

Summa Health Foundation at 330.375.3159.

Summa Compliance Program

The Corporate Compliance Program is designed to 

help all Summa Health System hospitals meet their 

legal and ethical obligations. The Compliance program 

accomplishes this objective in the following ways:

•  Reporting/Investigating   

If employees or volunteers are aware of any legal or 

ethical concerns, we encourage timely reporting so 

that our Chief Compliance Officer can investigate 

the concern and, if appropriate, correct it as soon as 

possible. It is part of every employee’s job and volunteer’s 

role to ensure that Summa Health hospitals comply with 

all laws that affect how we do business and to protect 

Summa Health hospitals from risk by reporting perceived 

illegal or wrongful activities to the Compliance Hotline  

at 800.421.0925. 

•  Monitoring   

The Compliance Program will ensure continuous 

efforts are under way to make sure our practices are in 

compliance with all legal and ethical obligations. A Chief 

Compliance Officer, a Compliance Committee and the 

Department of Corporate Compliance and Internal Audit 

administer the program for Summa Health hospitals. 

Operating procedures and standards of conduct are set 

forth in the Compliance Plan. The Compliance Plan is 

published on Summa Health Website, and as the first 

section in each department’s copy of the Administrative 

Policy Manual. If you have any questions, please call the 

Department of Corporate Compliance and Internal Audit, 

the Chief Compliance Officer or the Compliance Hotline 

at your hospital.

•  Educating   

Summa Health hospitals strive to ensure that 

employees and volunteers are receiving education 

that affect their jobs or roles so that they can prevent 

and/or detect issues in the future through the most 

appropriate channels.

If you have a legal or ethical concern, you are always 

encouraged to discuss it with your immediate supervisor. 

However, if you are not comfortable bringing the issue 

to your supervisor or another manager, you may contact 

the Akron Campus,  St. Thomas Campus or Barberton 

Campus Compliance Hotline at 800.421.0925. A  

member of the Department of Corporate Compliance  

and Internal Audit answers each Hotline call. 

When you call the Hotline, you will hear an introductory 

message, after which your call will ring through. If no 

one is available at the time of your call, you may leave a 

voice mail message stating your concern. If you provide 

your name and telephone number, a member of the 

Department of Corporate Compliance and Internal Audit 

will return your call. 

Callers may remain anonymous if they wish. The names 

of all callers are treated confidentially. It is Summa Health 

policy to ensure that you are fully protected from any 

retaliatory actions if you participate in an investigation or 

legal action is required.
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The Joint Commission
The Joint Commission is an independent, not-for-

profit organization that accredits and certifies more 

than 18,000 health care organizations and programs in 

the United States. Joint Commission accreditation and 

certification is recognized nationwide as a symbol of 

quality that reflects an organization’s commitment to 

meeting certain performance standards. Summa Health 

System has the Joint Commission Gold Seal of Approval 

with many programs that have achieved accreditation or 

advanced certification. 

A volunteer may be asked to participate in a survey by 

verbally answering questions about volunteer training, 

education and duties among other topics; the volunteer 

may also be asked to review information on a periodic 

basis to prepare for a survey. It is expected that volunteers 

will fully cooperate with the all survey inquires, and 

if questions arise then the volunteer should contact 

Volunteer Services. 

Safety & Security
Unusual Occurrence or Injury

If you are part of an unusual occurrence or witness one, 

such as a fall, please notify your supervisor or Volunteer 

Services immediately. An unusual occurrence report must 

be completed.

If you are injured while volunteering, you must report 

it immediately to your supervisor in your assigned area. 

If you need treatment, please go to the Emergency 

Department to receive treatment. It is important to get 

medical attention if needed.

Disasters or Hazardous Conditions

Summa Health maintains a safe environment for  

patients, employees, volunteers and the public. Report 

hazardous conditions and activities immediately to your 

area supervisor.

We have established a fire, disaster and hazardous 

chemical plan for each department at both campuses. 

Your direct supervisor and/or Volunteer Coordinator 

will inform you of your duties during an emergency. 

You should be familiar with these plans and your 

responsibilities. A Safety Manual is available for you to  

read at Summa Volunteer Services at each campus.

Hazardous Material and Waste Disposal

Hazardous materials are defined as any substance which 

has been identified as having chemical/physical properties 

which pose a risk to the well-being of an individual or 

the environment. Hazard Communication Standards 

(HCS) requires us to have Safety Data Sheets (SDS) to 

communicate information about the hazardous material, 

including: special precautions, first aid treatment, etc.

You will see red bags and containers with the biohazard 

symbol throughout the hospital. These containers are 

for blood and body fluid waste only. Volunteers are 

not permitted to touch or handle sharps containers.  

Volunteers are permitted to transport lab specimens  

as long as it is placed in a biohazard bag. All bags 

should be placed in a caddy and gloves should be worn. 

Volunteers should not transport IV bags containing 

chemotherapy solutions or specimens from patients 

receiving chemotherapy. 

In case of blood and body fluid spill, notify the supervisor 

in your area. Volunteers are not permitted to dispose of 

these waste materials.

Wheelchair Transport

All volunteers will receive wheelchair transportation 

training at volunteer orientation. Volunteers who serve in 

an identified patient contact or key service assignment 

must demonstrate position specific competency 

through a documented initial assessment and continuing 

assessment review every two years.

Emergency Codes

(Direction will be given by your supervisor)

Code Red Fire

Code Black Bomb/Bomb Threat

Code Yellow Disaster, Mass Casualty

Code Blue Medical Emergency

Code Violet Violent Person/Combative

Code Adam Infant/Child Abduction

Code Brown Missing Adult Patient

Code Silver Active Shooter

I’m 4 Safety

1

2

3

4

Our Safety Behaviors Our Safety Tools

Practice with a Questioning 
Attitude

Think critically about the things seen and 
heard during the work day.

Communicate Clearly

Engage through professional, clear 
and complete verbal and written  
communications.

Focus on the Task

Take the time to carefully attend to 
important details.

Support Each Other

Be accountable not just for our own 
actions but for our teammates’ as well.

• Reflect and resolve

• Stop in the face of uncertainty

• Repeat/read back with phonetic and 
numeric clarifications

• Ask clarifying questions

• Use SBAR-Q to transfer information

• Self-check using STAR

• Crosscheck and coach

• Speak up for safety using ARCC

SBAR-Q

Situation 
Background 
Assessment 
Recommendation 
Questions

STAR

Stop 
Think 
Act 
Review

ARCC

Ask a question 
Request a change 
Communicate a Concern 
use Chain of Command
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