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THIS IS A PART-TIME YEAR ROUND POSITION

COORDINATOR OF SUNRISE ON WHEELS:  In many ways, the Coordinator holds the most visible, and therefore the most important, position in all of Sunrise.  As the primary person interfacing with hospital personnel, the Coordinator is in effect the ”face of Sunrise” whose actions and professionalism will influence how hospital staff perceives the camp.

Sunrise on Wheels is a volunteer driven program. One paid trained staff person, referred to as the Coordinator, must be on site at all times to supervise volunteers while the program is in progress. The Coordinator is responsible for;

· Schedules volunteers for each session, in advance. (Setting up a monthly schedule can be very helpful). This includes making sure volunteers are on site in a timely manner and stays until the session is completely over.
· Sets up the program at the beginning of the day, and closes up at the end. This includes setting up the trunk, the crafts project, the weekly banner and music. Purell must be at all play sites. At the beginning and end of each session, the area must be wiped down with hospital grade wipes (tables, chairs, countertops) and all supplies are stored away.
· Orients, trains and does yearly evaluations for all Sunrise on Wheels volunteers.
· Makes sure the environment is safe for all who are participating in the program (no sharp or small pieces, that can be swallowed, and no noisy toys). 
· Ensures HIPAA/privacy laws are being followed. 
· Steps in to handle difficult situations (e.g. like a child appearing nauseous, dizzy, falls, blood spills, etc.).
· Communicates with hospital personnel throughout the session. (Feedback from the hospital staff is of paramount importance).
· Oversees all volunteers on site. Makes sure their conversation is appropriate and child friendly. Ensures their Sunrise on Wheels shirt is worn and a valid ID is visible. Addresses any concerns of the volunteers, as well as parents, and medical staff. Reinforces reminders of basic policy.
· Makes sure all toys and games in the trunk are working, in good condition and clean. (If pieces are missing or toys and supplies are need to be replaced, they are replenished as soon as possible).
· Reports any issues or concerns to the Senior Coordinator of Sunrise on Wheels or Senior Vice President for Hospital and Community Services of The Sunrise Association. Has periodic meetings via skype/phone.
· Maintains Session Notes: this summary must include a very brief, general overview of the session’s activities and issues (positive and negative). It is also important to include the approximate number of children served at each session. Separate these statistics into total number of patients engaged and total number of siblings.  In order to remain in compliance with HIPAA and/or Privacy Protection Laws, names or specific identifying information about the children should not be included in the report. These reports may not be shared with anyone except for the Coordinators’ direct supervisors (professional staff only), which in most cases will be the Senior Coordinator and/or the Senior Vice President for Hospital and Community Services. All emails must be sent from your work email, not from personal email accounts.
· Follows-up on each hospital’s annual medical requirements, additional hospital paperwork needed for the volunteer team and validates ID’s annually. This includes each hospital’s protocol that must be followed (e.g. competency exams, evaluations, annual TB test, annual physical exam).
· Acts as the on-site liaison between Sunrise and the hospitals, distributing Sunrise Day Camp Applications.

FOR FURTHER INFORMATION CONTACT:

Sandy Haft
shaft@sijcc.com
718-475-5274
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