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Workforce Education and Training
[bookmark: _GoBack]                                                                                     
VOLUNTEER WELCOME LETTER

[bookmark: Text1]To:       
[bookmark: Text2][bookmark: Text3][bookmark: Text4]You have been placed at:        and your supervisor is:       . Please report to the above mentioned office located at:       .
The Volunteer’s Packet includes all the mandatory forms that need to be completed by the Volunteer.  The forms are as follows:
[bookmark: Check1]|_|  Volunteer Agreement 
[bookmark: Check5]|_|  Volunteer Work Ethics
[bookmark: Check7]|_|  Dress and Grooming Policy 
[bookmark: Check8]|_|  Use of Telephone Systems
[bookmark: Check9]|_|  Electronic Transfer of Client Protected Health Information – Internet and Intranet
[bookmark: Check10]|_|  Non-Discrimination/Harassment Policy
[bookmark: Check11]|_|  Oath of Confidentiality  
[bookmark: Check2]|_|  Monthly Activity Summary Form (due every 5th of the month to the VSC)
	HIPAA Training

	HIPAA Training (Health Insurance Portability Accountability Act) is mandatory for all new volunteers.  The Volunteer Services Coordinator (VSC) will/has made an appointment for the volunteer to do the HIPAA Training at the following location and time.

	Date:
	Click here to enter a date.	Time:
	[bookmark: Text5]     

	Location:
	Training Institute: 1950 S. Sunwest Lane, Suite 200 (2nd. Flr.) San Bernardino, CA



If you have any questions, please contact:

Volunteer Services Coordinator
1950 S. Sunwest Lane, Suite 200
San Bernardino, CA  92415
Tel: (909) 252-4045 or (909) 252-4017
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