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Welcome to the WE team! 

Welcome to the volunteer team of the Wellness Centre (WE), managed by Jeffery Hale 

Community Partners. Thank you for helping us to help others.  

The English-speaking community of the Greater Quebec City region has a strong tradition of 

volunteering. You stand shoulder-to-shoulder with many caring and committed people. Close to 

300 people give their time, talents, and energy behind the scenes in support of a wide array of 

activities and services in our “Community of Care”. We value your contribution and appreciate 

the energy, enthusiasm and dedication you bring to our programs.  

What we offer you in return 

We simply could not offer the wide range of services that we do without the help of our many 

dedicated volunteers like you. Here is what we offer you in return: 

 A pleasant and safe environment – We provide a well-organized, family-like atmosphere. 

Our volunteers are provided with job descriptions, on-the-job training and are covered by 

CNESST for workers' compensation.  

 Proper supervision – If you have questions about your job duties, relations with clients, 

and so forth, our Volunteer Coordinator is always there to guide you and ensure that your 

volunteer experience with us is positive.  We encourage you to participate as active team 

members and we value your input.  

 An invitation to our annual volunteer appreciation event – Once a year, during National 

Volunteer Week, we celebrate our volunteers by hosting a special event. It is a small 

gesture of recognition for the big way you help support and enhance our community 

services.  You will receive an invitation by regular mail in April and we ask that you 

reply to confirm your presence. Please join us so that we can thank you properly and get 

to know the whole team! 

 Volunteer Voices – Stay connected through this quarterly e-newsletter. We want to keep 

you up-to-date on what's new at the WE and highlight volunteer contributions.  

 A letter of reference or PREB certificate – Both are great resources in your job-seeking 

toolkit. The PREB certificate is a national government standard recognized by Volunteer 

Canada. 

 An opportunity to get so much more than you give – Meet new people, share your 

experience and learn from others, and help enrich our clients’ quality of life. 

Background 

Mission:  Founded in 1991, Jeffery Hale Community Partners is a community-based charitable 

organization whose mission is to promote and contribute to the health and well-being of the 

English-speaking population of the Greater Quebec City region. Our mandate is to provide a 

wide range of services and activities under the banner of its community Wellness Centre (WE), 

while continuing to develop new programs to help the most vulnerable members of our 

community. 



Page 2 of 7 

We work closely with a 150-year-old hospital and long-term care residence called Jeffery Hale – 

Saint Brigid’s, in particular its Community Services program that offers CLSC-type services in 

English, including a Day Centre for seniors and counselling for all ages.  For a full explanation 

of the many health and social services available at Jeffery Hale – Saint Brigid’s, please consult 

their website: www.jhsb.ca .  

Who we serve:  The English-speaking population of Quebec City numbers about 15,000, or two 

percent of the region’s population. Some English-speakers were born here, while others moved 

here from other places. In fact, 25% of the local English-speaking community is renewed every 

five years by newcomers. These people may have limited French upon arrival, so access to 

health and social services in English is vital to their well-being.  

English-speaking people may also feel alone here, especially young families and seniors far 

away from their usual support networks. Volunteers do so much to come to the aid of English-

speaking seniors who need a hand to stay independent as long as possible.   

Your involvement as a caring volunteer helps foster a sense of belonging and community, which 

is so important to mental and physical well-being.   

Practical information 

Location:  The Wellness Centre (WE) is located in the 

Jeffery Hale Pavilion, 1270 chemin Sainte-Foy, 

Quebec, G1S 2M4. City bus number 7 stops at the door 

and you can get to the 800-801 bus by a short walk up 

Avenue Holland to Boulevard René-Lévesque. 

Parking:  If you are driving, please park in the hospital 

parking lot.  We cover the cost of your parking while 

you volunteer by giving you a yellow ticket that you 

can insert into the machine when leaving. 

Personal items:  You can put your coats and boots in 

the closet by the doorway to the multipurpose room or 

the cupboard next to the photocopier in the hallway. We are not responsible for lost or stolen 

items, so please keep your valuables with you at all times. 

Meals and coffee:  In the adjoining hospital pavilion, you can use the cafeteria downstairs (cash 

only) and the Café-croissant on the main floor. 

Washrooms: Washrooms are located just outside the multipurpose room, and there are more on 

the second floor.  

Printed resources:  Help yourself to any pamphlets in the racks on the wall or the books in the 

carrousel in the reception area. 

Telephones:  If you need to make a phone call (local calls only), there is a phone just outside the 

door of the multipurpose room and another inside each meeting room. Dial 9 first for an outside 

line.  

http://www.jhsb.ca/
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Administration and Policies 

Accountability: WE volunteers are directly accountable to the Volunteer Coordinator. If you 

have any questions about your duties, relations with clients, and so forth she is always there to 

guide you and help make sure that your volunteer experience with us is positive. She will also 

evaluate your progress as a volunteer and can supply a letter of reference confirming your 

volunteer contribution.  

Depending on your assignment, you may also work closely with other staff members, such as the 

team leader of the Day Centre or special educators. These employees may also assist you in 

understanding your role and responsibilities. You will receive more details about who is 

responsible for each program in your volunteer job description.  

Job descriptions:  We provide job descriptions for each of our volunteer positions. They outline 

the role, specific tasks, necessary skills and volunteer responsibilities, scheduling details, the 

staff person in charge, and procedures. 

Volunteer agreement :  You will be asked to sign the agreement at the bottom of the volunteer 

job description confirming that you understand the terms of this position and agree to carry out 

the tasks described to the best of your abilities, as well as to respect our confidentiality policy 

(see next section, Safety and Security).  

Training and skill development: We try to match volunteers’ talents to areas of service, but we 

can often find a place for you even if you have no formal training. We offer specific on-the-job 

training for certain volunteer duties through group sessions or on DVD.  In certain programs, we 

pair new volunteers with those with experience. Our Volunteer Coordinator and other staff 

members may oversee volunteer training as well and provide ongoing evaluations.  

Scheduling:  Some of our volunteers help plan events and activities. A few work from their own 

home, in clients’ homes or out in the community.  Still others work on regularly scheduled shifts.  

After we have checked your references and you have done the required training, the Volunteer 

Coordinator will schedule you for duty and let you know when you are needed.  You are free to 

accept or decline a shift based on your availability.   

Unforeseen absence: Once you do accept a volunteer job, you are expected to arrive on time 

and fulfill your duties as outlined in your volunteer job description.  If you are unable to fulfil 

your duties for whatever reason (illness, personal emergency) on the scheduled date, please tell 

the person responsible for that specific program as soon as possible, which is not necessarily the 

Volunteer Coordinator.  Please consult your volunteer job description for the exact phone 

number to call. 

Record of hours: We keep a record of all volunteer hours put into each and every activity. We 

estimate that close to 4,000 volunteer hours are logged in our programs and activities each year. 

The Volunteer Coordinator will tell you how you can help us keep track of your hours and 

update this impressive record of volunteer dedication. 

Scent-free zone: The WE is a scent-free zone. Some of our clients have breathing difficulties or 

bad allergies that are made worse by perfume. Please do not use scented creams, perfume, 

cologne or after-shave while volunteering.  
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Pet-free zone: WE love pets, however, bringing them into the centre can be a safety hazard for 

clients with allergies. You may know your furry companion well, but you can never fully predict 

an animal’s behaviour, especially in a place with sudden or loud noises, curious children, fragile 

seniors and special needs youth. Please leave your pet at home. 

Cell phone-free zone: We want to ensure that our clients of all ages are safe and secure when 

they attend our activities or any time they are on our site be they children, parents, seniors, 

caregivers or special needs youth. The distraction caused by using a cell phone can have serious 

consequences. For example, using a cell phone is very unsafe when you are walking through a 

parking lot with a child in tow. Also, it is a sign of disrespect for the client with whom you are 

interacting. We use a client-centered approach which means we put our full focus on the person 

with no distractions. We believe our clients deserve our undivided attention and care, so we ask 

that you leave your cell phone with your other personal belongings while you are volunteering. 

Compensation: It is unacceptable to request or accept money, gifts or tips of any kind from a 

client. You are welcome to suggest that they donate to the Jeffery Hale – Saint Brigid’s Friend’s 

Foundation, the Community Christmas Hamper Campaign, or the SNACS Special Needs 

Program.  Please talk to the Volunteer Coordinator for more details. 

Breastfeeding welcome: The WE is a breastfeeding-friendly place. You will often see mothers 

breastfeeding their babies at activities or in our waiting areas. If a mother asks you for directions 

to a private space to breastfeed, please refer her to our receptionist.  

Dress code: There is no specific dress code for volunteers. We simply ask that your clothes be 

modest and clean. There are more specific recommendations concerning hair and jewelry in the 

volunteer job descriptions for certain programs, such as the Day Centre Kitchen or Take-a-Break 

Drop-In. 

Personal beliefs:  Volunteers must not impose their personal convictions or ideals on others 

while carrying out their volunteer duties. This includes discussing religious beliefs or 

philosophies, as well as medical advice that might influence treatment decisions. 

 

Compliance with our risk management plan is important, as any safety violations will decrease 

the quality of care we provide. In the event of repeated abuse of any of these policies you will be 

asked to sit with our Volunteer Coordinator and your involvement may be reconsidered. 

Safety and security 

Emergency procedures: If you hear a code over the loud 

speaker, please refer to the Emergency Measures document 

that is hanging on the wall near the elevators. The fire alarm 

and a fire extinguisher are also located next to the elevator.  

Emergency exits: In addition to the sliding doors at the main 

entrance, there are three emergency exits on the main floor of 

the pavilion. One is down the hallway behind the 

multipurpose room.  There is another exit in the staircase next 

to the elevator. The third exit is behind the reception counter. 
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No smoking: The WE is a non-smoking building by provincial law. If you wish to smoke, you 

must go outside and respect the distance requirements as indicated. No candles or flames are 

allowed either. 

Hand hygiene: Everyone is asked to maintain a high degree of sanitation in the course of their 

duties. Wash your hands often, especially before handling food. Hand sanitizer dispensers are 

hanging in the hallways for your convenience. Please see the ‘The Right Way to Wash Your 

Hands’ sheet annexed on page 7.     

Confidentiality: As a volunteer member of the team, you will likely learn details about the 

personal lives of clients.  You must keep this information confidential. “Confidential” means that 

you must not reveal clients’ names or talk about them to anyone else in ways that could make 

their identity known to others.   

Confidentiality is a core value in providing safe and ethical health and social services. Our board 

of directors, staff and clients are counting on you as a volunteer to respect to this rule. 

Respecting confidentiality also helps protect you from any personal liability.  Failure to comply 

may lead to dismissal from your volunteer duties.  

For confidentiality reasons, only employees are allowed behind the reception counter. If you 

wish to speak with a staff member whose office is behind the counter, please ask the receptionist. 

Accident prevention: We take every precaution to prevent work place injuries, but accidents 

can still happen. If, while you are volunteering, you notice any unsafe work practices or 

conditions, please inform the Volunteer Coordinator or another staff member. If any spills occur 

in your work area, please wipe the floor immediately to prevent falls. Everyone on the team must 

work together to ensure the WE is safe for clients, volunteers and staff alike. 

Accident or incident reporting:  Should an accident resulting in injury occur while you are on 

the job, it must be reported to the Volunteer Coordinator or, in her absence, another responsible 

staff member. We will file an accident report. CNESST may cover certain treatments for 

qualifying volunteers who are injured in the course of their duties. In case of a serious injury, we 

will either refer you to the Jeffery Hale Hospital or another emergency room. If necessary, we 

will inform the emergency contact as named on your volunteer application.  

An incident report documents the exact details of an occurrence by a witness. For instance, if you 

witnesses an unsafe practice or behaviour, you can fill out an incident report and submit it to the 

Volunteer Coordinator, who can then use this information when dealing with actions following 

the incident. 

Contact information: It is vital that you keep us informed of changes to your personal contact 

information, as well as that of your emergency contact, including telephone numbers, mailing 

address or email. 

Informed consent: We ask that all our volunteers read and sign a consent form regarding the use 

of photos taken during our many activities. These photos are often used in e-newsletters, and 

printed and web-based promotional materials. If you prefer to not be photographed, please let us 

know and we will do our best to respect your wishes. 
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Duty of care:  We have a duty of care to ensure the safety of our clients. You have, therefore, 

been asked to provide two character references who can vouch for your suitability as a volunteer, 

like a colleague or past employer (not a family member).  

Child safety: Volunteers who work with children in any of our 

programs for families with children (aged newborn to four) are 

encouraged to interact with our young clients in a respectful and 

safe manner. We outline appropriate forms of physical contact 

with children in the volunteer guide called “Caring for Kids”. 

Senior safety:  Volunteers who work with seniors are encouraged 

to interact with them in a respectful and safe manner. Elder abuse 

of any kind (financial, emotional or physical) will not be tolerated. 

General client safety: If you have a concern about the safety of a client of ANY age, please 

speak to our Volunteer Coordinator who will be sure to notify an intervener, social worker or 

nurse at Community Services. 

Insurance: Jeffery Hale Community Partners carries general liability insurance that covers you 

during the volunteer activities you conduct on behalf of the Centre.  Community Services also 

protects its volunteers through CNESST. Volunteers are covered in most areas, with two 

important exceptions: 

1.    Volunteers are not trained medical professionals. You must NEVER perform a medical 

procedure or give medications, not even an aspirin. This is to protect everyone from 

mishaps: you, the volunteer, the client and the Wellness Centre. 

2.    Community Partners’ insurance does not cover volunteers’ personal vehicles. If you use 

your own car to do your volunteer work (such as driving a client to a medical appointment), 

then you must tell your insurance company. 

Thank you once again for volunteering in our Community of Care.  If you have any questions 

about anything you have read in this document, please contact the Volunteer Coordinator at the 

WE, 418 684-5333, ext. 1550. 
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Annexe : The Right Way to Wash your Hands 

 

 

 

 

 

 


