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Welcome 
 
Kia ora and welcome to the team at Waitemata District Health Board.  
 
Our success depends on people like you, so we’re excited that you have chosen to volunteer with us.   
 
You have joined our DHB at a time of immense growth, with a large expansion programme and upgrades 
of facilities. New services are being added to meet the needs of a growing and increasingly diverse 
population.  
 
At the heart of everything we do, is the need to deliver the best possible care we can to every patient, 
and to assist families and visitors during what is often a stressful time. It is our aim to be the best 
performing DHB in the country, and you play a crucial role in helping us make this a reality. 
 
You may find our organisation complex and large. This Volunteer Guidebook will help you to navigate 
around both hospitals and become familiar with volunteering with us. We hope you find this information 
useful. 
 
We recognise the valuable contribution volunteers make to our services every day. Thank you for your 
generous time and support. We hope you find your volunteering experience rewarding and enjoyable and 
we look forward to working with you.  
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Our Promise and Values 
 

Our promise is ‘Best Care for Everyone’ to the residents of North Shore, Waitakere and the Rodney 
district. To help meet this challenge, we are guided by a set of organisational values integrated at all 
levels of the DHB. They are: Everyone Matters, With Compassion, Connected, and Better, Best, 
Brilliant. 
 
Our promise and values serve to remind us of our true purpose: 

 Preventing, ameliorating and curing ill health;  

 Promoting wellness; and  

 Relieving the suffering of those entrusted to our care  
 
Our volunteers play an important role at the forefront of our values, every day. They embody the values 
of ‘with compassion’ and ‘everyone matters’ during what can be an anxious time for those in our care. 
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District Snapshot 
 
Waitemata District Health Board serves the largest and fastest growing DHB in the country with a 
population of almost 600,000 people. 
 
We employ approximately 7,000 people over 30 different locations with a budget of around $1.6 billion 
a year, serving residents of Rodney, North Shore and Waitakere. We operate from: 
 
North Shore Hospital 
124 Shakespeare Road 
Takapuna 
Auckland 
Tel: 09 486 8900 
 
Waitakere Hospital 
55 – 75 Lincoln Road 
Henderson 
West Auckland 
Tel: 09 839 0000 
 
We provide: 

 Emergency 

 Medical 

 Surgical 

 Maternity 

 Community Health 

 Mental Health Services 

 Child Rehabilitation and Respite (Wilson Centre, Takapuna) 

 Regional Forensic Psychiatric Services (Mason Clinic, Point Chevalier) 

 Oral Health Services for children and young people (Auckland wide) 

 Community Alcohol and Drug Services  
 

Our community is diverse: 

 60% European/New Zealanders 

 20% Asian  

 10% Maori 

 7% Pacific 

 3% Other 
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Volunteering with us 
 
Volunteers are active in most areas of New Zealand society, including health services. 
 
Volunteers play an important role in our organisation by offering their time, and a range of skills or 
expertise to support our staff in their work. We recognise that each person is motivated to volunteer for 
unique reasons and they may contribute in many ways. 
 
We are committed to ensuring that your valuable offer of skills and time is used effectively to the 
mutual advantage of all concerned. You will be encouraged and supported to make the best of your 
volunteer opportunity. We acknowledge that by working together, we all play a vital role in achieving 
shared goals. 
 
Your support will enable us to provide the best care possible to each and every person, their family and 
to our visitors who come through our doors.  Your contribution will be very highly appreciated.  
 
 

Volunteer Role Options  
 

Our organisation has a variety of roles available to you as a volunteer. You can participate through the 
following ways:  
 

 Front of House (Meet and Greet): meet and greet patients and visitors, assist with general 
queries and direct or walk people to different departments/areas within the hospital. 
 

 Hospital Wards: assist staff on hospital wards with general non-clinical duties.  Support includes 
helping at meal times, making beverages, providing comfort and talking with patients, 
supporting activities, directing visitors to patients and answering queries of a general nature. The 
role and responsibilities vary depending on the needs of each ward. 

 

 Outpatients / Clinics: direct or walk patients and visitors to clinic areas and assist where needed. 
Support includes helping parents with their children, providing patients and their families with 
free tea and coffee, assisting patients to complete health questionnaires, talking to patients 
while they are waiting and supporting staff with general administration jobs. 

 

 Health and Safety Audits: walk around hospital sites and raise any health and safety concerns 
with the Facilities team. Concerns are prioritised so that urgent issues can be resolved quickly. 
 

 Projects: supporting the organisation with patient experience related projects. Assistance may 
include collecting data using questionnaires, uploading information in the system, transcribing or 
other administrative roles. The hours of work vary depending on the needs of the service / 
organisation.  
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Hours of Duty, Rosters and Breaks 
There are usually two volunteers for each shift. We have shifts available, 7 days a week. Hours of work 
vary from 8am to 8pm depending on your role and the service you work in.  You can choose when and 
how frequently you would like to volunteer.  
 
Please sign in at the start of your shift, and sign out at the end of your shift.  
 
Signing In / Out forms are kept in: 
North Shore Hospital: Volunteer Office. 
Waitakere Hospital: Volunteer Book at Reception of your area of work. 
 
Rosters are prepared in advance and kept in the Volunteer Office at North Shore Hospital and on the 
Volunteer Desk at Waitakere Hospital. A copy of the roster may also be emailed to you.  If you need to change 
your shift, it is important that you inform your Team Leader and/or the Volunteer Co-ordinator as soon 
as possible, as they may need to arrange alternative cover. 
 
You are encouraged to take a tea break of 15 minutes. Please check with your shift team as to when you 
should take your breaks. 

 
Dress Code 
You are required to demonstrate a neat, tidy and appropriate standard of dress and a high standard of 
personal grooming.  
 
Some volunteer roles may require you to wear a uniform while you are volunteering. We will provide 
you with the correct uniform (blouse, shirt, polo tee shirt, vest and jacket). Please wear your own black 
trousers / skirt and comfortable shoes. It is your responsibility to keep your uniform clean. If you resign 
from your role please return your uniform to the Volunteer Co-ordinator. If your uniform becomes 
damaged through general wear, we will supply you with a replacement uniform or arrange to have it 
repaired.  

 
Timekeeping & Absences 
You are required to notify your Team Leader and/or the Volunteer Co-ordinator as soon as you become 
aware (or before the start of your shift at the very latest) that you are going to be late or are unable to 
attend your shift for any reason. We can then make other arrangements if necessary. 
 

Induction  
Once we have received confirmation of your police clearance, the Volunteer Co-ordinator will contact 
you to arrange to meet with your Team Leader for an induction. You will receive the Volunteer 
Guidebook during your induction to introduce you to your role and ensure that you understand 
important aspects of the DHB’s operations, policies and procedures. Y o u  m a y  b e  provided with a 
WDHB ID, uniform, parking card and badge if applicable.   
 

Training  
Volunteer orientation and training workshops are held twice a year and are mandatory. It is your 
responsibility to ensure that you attend at least one a year.  
 
It is essential that you have the necessary information and skills required to carry out your role. As part 
of your onboarding and induction process you will be given any relevant information and have the 
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opportunity to ask any questions to ensure that you fully understand what is required of you.  
 

Parking  
As volunteers, you can park your vehicle for free during your shift.  Park in the Visitor Car Parking spaces 
and when you leave, swipe your parking card at the barrier to exit.  You do not need to load any money 
onto your card.  At the end of each shift, you may need to collect a Motor Trade Association (MTA) 
petrol voucher to the value of $10 from: 
 
North Shore Hospital: Accounts Receivable Office (Lower Ground Floor). 
Waitakere Hospital: Reception of the area you are volunteering in. 
 

Leave 
You are required to give the Volunteer Co-ordinator as much notice as possible (at least two weeks) if 
you plan to be away for any period of time. Volunteers who miss three consecutive shifts without notice 
are assumed to have resigned.  
 

Support & Supervision  
Genevieve Kabuya 
Volunteer Co-ordinator 
Tel: 021 544 862 
Email: Genevieve.Kabuya@waitematadhb.govt.nz 
 
Team Leaders: 
North Shore Hospital: Michael Cairns-Cowan   Waitakere Hospital: Sandra Collecut 
Tel: 027 297 9014 Tel: 021 040 4007 
Email: michaelcairnscowanri@gmail.com                             Email: sandracollecutt@hotmail.com 
 
Ongoing support and supervision will be provided by the Volunteer Co-ordinator and Team Leader 
through general day-to-day contact and meetings as appropriate.  
 
Should you have any queries / concerns at any time, you are welcome to contact the Volunteer Co-
ordinator by phone, email, in-person or leave a message in the Communications Book.  
  
After three months of volunteering, you will meet with your Team Leader and/or Volunteer Co-
ordinator for an informal catch up. This gives you the opportunity to give feedback about the work you 
are doing, talk about any other roles or tasks you may be interested in, identify any training needs, and 
raise any general issues concerning your role. We can then ensure that you are provided with 
appropriate support during your time with us.  
 
After a year of volunteering, you will meet with your Team Leader and/or Volunteer Co-ordinator for a 
formal appraisal (including peer feedback). This enables us to review how you are finding the role and 
assess your performance, and work towards maximising your volunteering experience. 
 

Social Events 
A wide range of informal social events may be held throughout the year (morning tea, shared lunch, 
afternoon tea, birthdays, celebrations, farewell tea etc.). These may be organised by each volunteer 
group or in collaboration with their service / department / clinic staff.  
 
Formal social events can include National Volunteer Week (June) and International Volunteer Day 

mailto:Genevieve.Kabuya@waitematadhb.govt.nz
mailto:michaelcairnscowanri@gmail.com
mailto:sandracollecutt@hotmail.com
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combined with a Christmas celebration for all volunteers (December). At these celebrations you may be 
given a certificate of appreciation, special block (every five years of volunteer service) or badges to 
represent your years’ service. 
 
We encourage you to attend social events where possible. 
 

Media Enquiries 
Please forward any media enquiries to Reception or the Media Line on Tel: (09) 487 1276. Do not 
personally respond to any media questions.  
 

Personal Development Opportunities 
You may have the opportunity to attend training or seminars provided by WDHB for your personal 
development. These are not mandatory, however if you are interested in a specific event, please contact 
your Team Leader or Volunteer Co-ordinator if you are interested in attending. 
 
You will also have the opportunity to try new volunteer roles or tasks, and work towards developing 
individual goals. 
 

Volunteer Perks  
WDHB has negotiated a range of staff/volunteer benefits with local businesses. This includes discounted 
movie tickets, gym memberships, banking, DIY supplies, insurance, accommodation, automotive 
services and many more. The range is constantly being updated and the Volunteer Co-ordinator will 
check and update you regularly. 
 

Character Reference 
We understand that you may be in the process of looking for paid employment, furthering your studies 
or volunteering elsewhere to fulfil your personal goals. If you have volunteered with us for a minimum 
of three months, your Team Leader or the Volunteer Co-ordinator can provide you with a verbal / 
written character reference to support you if required.   
 

Termination of Role by Volunteer  
Should you wish to resign from your role, you are required to give the Volunteer Co-ordinator as much 
notice as possible (at least two weeks). Notice must be given in writing (letter or email). All property of 
WDHB such as ID cards, uniform, parking card, equipment, paper and e-files must be returned. 
 

Termination of Role by Waitemata District Health Board 
WDHB reserves the right to end your volunteer agreement for any given reason by providing a minimum 
of two weeks notice in writing. Serious misconduct can warrant instant dismissal.  
 

Exit Interview  
Should you wish to terminate your Volunteer Agreement of work with WDHB, the Volunteer Co-
ordinator will give you an option of participating in an informal exit interview. A record of the interview 
will be kept on your file for our records.  

 
Health & Safety 
All staff and volunteers are responsible for their own health and safety. WDHB has an equal 
responsibility to take care of its staff / volunteers and maintain the health, safety and wellbeing of 
everyone affected by its business. 
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During the orientation and training sessions, you will be given general health and safety information and 
informed about fire exits, emergency and evacuation procedures, fire and disaster drills, first aid kit etc. 
Please refer to the specific policies and procedures of the area you are volunteering in. The Volunteer 
Co-ordinator will inform you if you are required to attend any specific health and safety training.  
 
You will be taken on a guided tour of the premises and shown the toilet, kitchen facilities and fire 
extinguisher etc. You will also be introduced to the fire warden and Health & Safety Officers where 
relevant. 
 
If you notice any hazards, please notify the nearest staff member immediately. 
 

Infection Control 
Please comply with all infection control practices. Some wards require cleaning of hands before entering 
and leaving the ward (hand sanitisers are provided). Please ensure you maintain good hygiene habits 
and wash your hands if you come into contact with any questionable substances. 
 

Security 
Security patrols inside the hospital, the grounds and car parks 24 hours a day, seven days a week. CCTV 
operates in and across both sites. Security work with traffic staff, police, fire and ambulance to provide 
assistance if needed. They help with fire alarm activations, handling lost and found property and 
escorting patients / staff to their cars as needed.  
 
If there is a threat to personal safety and you are within the hospital buildings and grounds, dial 777 
from an internal phone and advise the operator “Code Orange” stating where you are and what the 
emergency is. If you are working away from the main hospital site, dial 111 in an emergency. 
 
Security Services: 
North Shore Hospital (Lower Ground Floor): Ext 2020 
Waitakere Hospital (Ground Floor): Ext 7670  
 

Accidents 
If you have an accident (e.g. slip on wet floor) you must inform the receptionist in your area and/or the 
Charge Nurse Manager and complete an incident form. Occupational Health will contact you. If you 
need medical care, please go to ED or your own GP if appropriate. An ACC form must also be completed. 
 

Incidents  
An incident is any event or circumstance that could have or did cause unplanned harm, suffering, loss or 
damage. Significant incidents must be reported to the receptionist in your area or the Charge Nurse 
immediately. An incident form must be completed. 
 

Emergencies 
If you are faced with any kind of emergency e.g a person arrives bleeding or is having a heart attack, or if 
you think your own life is in danger and you are within the hospital buildings and grounds, dial 777 from 
an internal phone and advise the operator “Code Orange” stating where you are and what the 
emergency is. If you are working away from the main hospital site, dial 111 in an emergency. 
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Policies 
Please ensure that you read, are familiar with and understand the DHB’s operational policies that are 
relevant to your role and the area that you are volunteering in. Contact your Team Leader / Volunteer 
Co-ordinator if you have any queries.  
 

Human Rights 
All people must be treated the same regardless of sex, age, marital status, disability, religious belief, 
ethical belief, race, ethnic or national origin, sexual orientation, employment status and political 
opinion. Please avoid entering into discussion with others around issues that could be contentious. 
 

Smoke-free 
The DHB has a ‘No Smoking’ policy. Smoking is not permitted anywhere on the DHB’s property and sites, 
including entranceways, gardens, car parks and DHB cars. 
 

Prevention of Bullying and Harassment 
Bullying and harassment of any kind (physical, verbal and sexual) is not tolerated. We have trained staff 
that can assist with support and information about the options available should you have any bullying or 
harassment concerns. Contact the Volunteer Co-ordinator or call – 0800 735 343 (Employee Assistance 
Programme, EAP).  
 

Privacy & Confidentiality 
You are required to complete a Privacy and Confidentiality form as part of your application process. 
Volunteers may become party to sensitive information about patients, their families, friends, visitors, 
staff, suppliers and other volunteers. You must not use or pass any such information or knowledge 
acquired during your volunteer role, to anyone else at any time. 
 

ID / Access Cards 
You must wear your volunteer photo identification card when on-site at all times. Your ID / Access card 
may allow you to access some ‘employee only’ areas. This will be provided to you during your 
onboarding-induction process. 

 
Change of Contact Details 
Please inform your Team Leader and the Volunteer Co-ordinator of any change of name, address, phone 
number or next of kin details (contact person in case of emergency). 
 

Messages / General Information 
When you arrive to start your shift, please check the Communication Book and the whiteboard in the 
Volunteer Office (North Shore only) for messages and general information. 
 

Healthlines (Staff Magazine) and Volunteer Newsletter 
Healthlines is our official staff magazine. It can be read online or you can pick up a hard copy from the 
main hospital foyers and other key locations. 
 
Our Newsletter is published twice a year, it is sent to you by email or you can pick up a copy in the 
volunteer office (North Shore) and volunteer desk (Waitakere).  Your input is encouraged, please 
contact the Volunteer Co-ordinator with suggestions for future content. 
 

 



          WDHB Volunteer Guidebook            Page 12 
 
 

Couriers 
Couriers may drop off a range of items (parcels, packages, flowers, gift baskets etc.). Please direct them 
to reception for assistance. Do not sign-off any items brought in. 
 

Wheelchairs 
Wheelchairs are available for use and kept by main entrance doors.  
 

Orderlies 
Volunteers are not to lift patients, assist getting people in / out of vehicles, carry heavy bags or push 
patients in wheelchairs. Please ask reception to contact the Orderly Service who can help with this.  
 

Patient / Visitor Property 
All patients and visitors are responsible for their own personal belongings (coats, bags, hats etc.). Secure 
facilities are available for safe keeping of valuables if needed (refer them to the Charge Nurse Manager 
or receptionist of the area they are going to). Do not take responsibility for minding people’s property 
for them.   
 

Lost and Found Property 
If a person is enquiring about lost property or if you find anything yourself, please direct them or take 
the item to Security Services. 
 

Valuable and Personal Items 
Do not bring valuables or large amounts of money to the hospital. Your personal belongings can be 
stored in the Volunteer Office (North Shore) or locked in the drawer (Waitakere) but they are your own 
responsibility at all times.  
 

Visiting Hours 
There are signs in the main entrance / lobby area stating visiting hours. Family members and close 
friends are welcome to stay outside of these hours by arrangement with the Charge Nurse Manager 
who will inform security. 
 

Customer Satisfaction 
We value feedback from patients and families on the service they received and their patient experience. 
Customer satisfaction surveys and forms (compliments, complaints and suggestions) are available 
outside each ward and in the main foyer. 
 
Compliments:  
If a person wishes to pass on a compliment, please encourage them to let the ward / service know or 
complete a customer satisfaction form. Alternatively, they can phone, email or write in.  
 
Complaints:  
If a person wishes to make a complaint, please refer them to the Charge Nurse or Duty Manager of the 
ward / service. Alternatively, they can complete a customer satisfaction form, phone, email or write in. 
Do not enter into discussion about the complaint. 
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Donations 
Members of the public may drop off a range of donations including books, toys and clothing. The Well 
Foundation is the official fundraising body for WDHB and manages all donations. Please direct people 
to: 
 
Well Foundation 
Tel: (09) 447 0138 
Email: info@wellfoundation.org.nz  
www.wellfoundation.org.nz  
 

Prisoners 
Prisoners may come into the hospital for care. They are always accompanied by a guard(s) wearing a 
Department of Corrections uniform. Please do not approach them as the guards are aware of where 
they are going and will ask for help if needed. 
 

Deceased 
If a person has come to see a deceased relative / friend, please direct them to reception for assistance. 
They must be accompanied by a Nurse (you are not expected to accompany them). 
 

 
Other Support Services 
 
Asian Health Support Service 
Asian cultural advice, communication and support is available for Asian patients, their families and 
health professionals.  
 
North Shore Hospital (3 Mary Poynton Cres): Ext: 6821 / (09) 442 3232. 
Waitakere Hospital (Ground Floor): Ext: 6821 / (09) 837 8831. 
 
Chaplains 
Chaplains are available to provide spiritual, emotional and social support to staff, patients and their 
families (of any or no faith), Mon – Fri, 8am – 5pm. Please contact the reception for the after-hours 
Chaplain available on-call.  
 
Chapel: 
North Shore Hospital (Level 3): Sunday Service at 11am, St Lukes Chapel. 
Waitakere Hospital (Lower Ground Floor): Sunday Service at 9.30am & 4pm.  
 
Maori Health Services (He Kamaka Waiora) 
He Kamaka Waiora is the Maori cultural advice and support service available for staff, patients and their 
whanau, Mon – Fri, 8am – 5pm. Please contact the Charge Nurse / Duty Manager for the after-hours 
Maori Health Service.  
 
North Shore Hospital: (09) 441 8971. 
Waitakere Hospital: (09) 839 0563. 
 
Pacific Health Support Service 
Pacific cultural advice and support service is available for staff, patients and their families, Mon – Fri, 

mailto:info@wellfoundation.org.nz
http://www.wellfoundation.org.nz/
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8am – 5pm. Please contact the Service Manager.  
 
Pacific Support / Tautai Fakataha Office: (09) 837 8836. 
 

Other Services / Facilities 
 
Banking 
ATM machines (Main Foyer, Ground Floor): both hospitals. 
 
Cafe 
North Shore Hospital: 
Staff Café (Lower Ground Floor). 
Public Cafes: Habitat & Espresso Alley (Main Foyer, Ground Floor).  
ES Café (Elective Surgery Centre). 
 
Waitakere Hospital:  
Staff Café: (Lower Ground Floor). 
Public Café: Deli Marché Café (Main Foyer, Ground Floor).  
 
Charge Nurse Manager Office 
All wards have a Charge Nurse Manager office. 
 
Market Stalls 
The Hector Trust markets sell a variety of items help to raise money to provide patient comforts, 
medical equipment and staff scholarships. 
 
North Shore Hospital (Main Foyer, Ground Floor): every Thursday. 
Waitakere Hospital (Main Foyer, Ground Floor): first and third Thursday every month. 
 
Massage Service 
A massage service is available every Thursday at a reduced cost for staff and volunteers. Please contact 
Occupational Health (Ext: 6134) to make a booking. 
 
Pharmacy 
North Shore Hospital (Main Foyer, Ground Floor): 8.30am – 6pm weekdays. 9am – midday Saturdays.  
Waitakere Hospital (Main Foyer, Ground Floor): 9am – 6pm weekdays. 
 
Shuttle Bus  
There is a free door-to-door Shuttle Bus Service for patients and visitors between both hospitals, Mon - 
Fri. Pick-up and drop-off is from outside the main entrance of each hospital building. Phone 0800 10 11 
90 as bookings are essential and must be made 24 hours before transport is required. Please contact 
reception for assistance. 
 
Toilets, Telephones, Lifts & Stairs 
All wards have public toilets and access to pay telephones. All wards are accessible by lift or stairs. 
 
Volunteer Shop 
The volunteer-run shop opposite the public café in Waitakere Hospital sells a variety of items (knitwear, 
toys, toiletries, books etc.). 
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Health Speak  
 

ACC - Accident Compensation Corporation 

ADHB - Auckland District Health Board 

AHS - Adult Health Services (no longer used) 

APEX - Association of Professionals and Executive Employees 

ASMS - Association of Salaried Medical Specialists 

ATR – Approval to recruit 

AVR – Activity Volume Report 

BAU – Business as Usual 

CEA - Collective Employment Agreement 

CMDHB - Counties Manukau District Health Board 

CME - Continuing Medical Education 

CMO – Chief Medical Officer 

CoC – Cause of Change 

CSOA – Community Services Older Adults 

CTA – Clinical Training Agency (now Health NZ) 

CPHAC - Community and Public Health Advisory Committee  

CWFS – Child, Women & Family Service 

DAP - District Annual Plan 

DHBNZ - District Health Boards New Zealand 

DiSAC - Disability Support Advisory Committee  

DRG – Diagnostic Related Group 

DSG – Decision Support Group 

DL – deadline (Committee Meeting Dates sheet) 

EAP - Employee Assistance Programme 

EPMU - Engineering, Printing, & Manufacturing Union 

F&D – Facilities & Development Group 

FFARS – Financial Forecasting & Reporting System 

FFT – Future Funding Track 

FN1 – Pay cycle for Medical, Allied Health & Management/Admin staff 

FN2 – Pay cycle for Nurses 

FSA – First Seen Appointment 

FTE - Full-Time Equivalent 

FUP – Follow UP Appointment 

GRNI – Goods received not invoiced 
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hA – healthAlliance 

HAC – Hospital Advisory Committee 

HBL – Health Benefits Limited  

HOAS - Home and Older Adult Services (no longer used) 

HOPS – Hospital Operations Service 

IDF – Interdistrict Flow 

IEA - Individual Employment Agreement 

KPIs - Key Performance Indicators 

MaGAC - Maori Health Gain Advisory Committee 

MECA - Multi-Employer Collective Agreement (G:\DSG\Gudbets\2016-2017\19 CPD 

MERAS - Midwifery Employee Representation Advisory Service 

MH – Mental Health Service 

MHOPS – Medical & Health of Older People Service 

MoH - Ministry of Health 

MUCA - Multi-Union Collective Agreement 

Netp -  Nursing Entry to Practise 

NPP – National Pricing Programme 

NSH - North Shore Hospital 

NSU – National Screening Unit 

NZMLWU - New Zealand Medical Laboratory Workers Union 

NZNO - New Zealand Nurses Organisation 

NZRDA – New Zealand Resident Doctors' Association 

OH&SS - Occupational Health and Safety Service 

PBFF – Population Based Funding Formula 

PDR - Performance Development Review 

PHC – Primary Health Care 

PHP – Public Health Physician 

PIMS – Patient Information Management System 

PSA – Public Service Association 

PUC – Purchase Unit Code 

PVS – Price Volume Schedule 

RC - Responsibility center 

RMO – Resident Medical Officer 

RITA – Rostering & Timesheet Application 

S&A – Surgical & Ambulatory Service 
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SAF - Staff Appointment Form 

SFWU - Service and Food Workers' Union 

SLA – Service Level Agreements 

SMO – Senior Medical Officer 

SSC FTE – Staff Service Centre Full Time Equivalent 

SVR - Significant Variance Report 

TCA – Time Card Administrators 

WIES – Weighted Inlier Equivalent Seperation  

WFC – Work Force Central 

WRE – Work Related Expenses 

WTK - Waitakere Hospital 
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MAP 1: NORTH SHORE HOSPITAL – LOWER GROUND FLOOR 

 

 

 
 

 

MAP 2: NORTH SHORE HOSPITAL – GROUND FLOOR 
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MAP 3: NORTH SHORE HOSPITAL – TOWER BLOCK 
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MAP 4: NORTH SHORE HOSPITAL – SITE MAP 
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MAP 5: WAITAKERE HOSPITAL – LOWER GROUND FLOOR 

 

 
 

MAP 6: WAITAKERE HOSPITAL –GROUND FLOOR 
 
 

 



          WDHB Volunteer Guidebook            Page 22 
 
 

MAP 7: WAITAKERE HOSPITAL – SITE MAP 
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Notes 
 

Start Date: 
 

Start Time: 
 

Location: 
 

Reporting to: 
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Appendix 1: North Shore Hospital Services, Departments and Clinics  
 
Lower Ground Floor:  

 Accounts Receivable & Cashiers (including recovery of deceased jewelry) 

 Awhina Conference Room 1, 2 & 3 

 Awhina Director & Administration 

 Awhina Learning & Development 

 Awhina Library 

 Awhina METU 

 Awhina Nursing & Development 

 Awhina Research & Knowledge Centre (Kakapo, Kea & Pukeko Meeting Rooms) 

 Awhina Simulation Centre / Clinical Training Room 

 Bio Meds & Medical Electronics (Clinical Engineering) 

 Cleaners 

 Clinical Coding 

 Clinical Records Dept. 

 Clinical Support Services Offices (Cleaning and Orderlies Management Office) 

 Communications 

 Copy Centre 

 Health Alliance IT Training 

 Inward Goods 

 IT Desktop Support 

 Kitchen 

 Lakeview ED / ADU Staff Offices 

 Liaison Psychiatry 

 Uniform Room (Linen Store) 

 Management & Administration Suites 

 Meals on Wheels (Payments) 

 Medical Equipment Room & Photography 

 Mortuary 

 Nutrition Services (not Dietician) 

 Patient Service Centre (Booking & Scheduling) 

 Pharmacy (In-patient) 

 Plant Room A & B 

 Post Room 

 Psychiatric Liaison 

 Radiology Conference Room 

 RMO (Doctors Rosters) 

 Seminar Room 1 / Resuscitation Training & Room 2 (including video conference facility) 

 Site Liaison Team 

 Social Workers 

 SMO Lounge 

 Staff Cafeteria 

 Stage 1 Geriatric Plant Room 

 Sterile Services Unit (SSU) 

 Security / Traffic (ID Cards & Pool Cars) 
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Ground Floor:  

 Acute Ward (Emergency Care Centre) 

 ADC (Ambulatory Day Centre) 

 Admission (Emergency Care Centre) 

 ADU Administration 

 Allied Health (includes Physio, Occupational Therapy, Speech Therapy, Hydro Therapy) 

 Allied Health Gym 

 Allied Health Meeting Rooms 1 & 2 

 Ambulance Entrance 

 Ambulatory Day Centre 

 Antenatal Outpatients (including Gestation Diabetes) 

 Assessment 

 ATM 

 Anxiety Clinic (Oaks Room) 

 Audiology (ORL-ENT Clinic) 

 Baby Room 

 Barium Meal / Enema 

 Blood Delivery / Collection / Tests 

 Blood Pressure Monitoring 

 Bone Marrow 

 Breast Clinic 

 Café (Public) 

 Cardiology Procedures (including Echo, Outpatients, ECG, Stenographer, Pacemaker Clinic, Lung 
Function) 

 CAT / CT Scan 

 Cessation Clinic (Stop Smoking) 

 Chemotherapy 

 Community Ear Nurse 

 Coronary Care (Cardiology Ward) 

 Dermatology 

 Dialysis Centre 

 Dietician (Nutrition) 

 Discharge Lounge 

 Ear, Nose & Throat (ORL) 

 Early Pregnancy Loss (EPL) 

 ED / ADU Reception 

 Emergency Dept. (ED) 

 Endocrinology 

 Enterology 

 Exercise Testing (ETT) 

 Foyer 

 Funeral Directors 

 Gastro Appointments 

 General Admission 

 General Surgery Clinic 

 Gynaecology Assessment 

 Hearing Aid Batteries / Tests 
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 Iron Injections 

 KYMs 

 Lumbar Puncture Haematology 

 Maternity Miscarriage 

 Mammography 

 Maori Whanau Rooms 

 Med Lab 

 Memory Clinic 

 Meeting Rooms 21 & 22 

 MRI (Magnetic Resonance Imaging) 

 Neurology & Neurovascular 

 Nursing Bureau 

 Nutrition Clinic (Dietician) 

 Older Adult Health Services (OAHS) 

 Oncology 

 Orthopaedic (Fracture Clinic) 

 Orthotic Centre (Shoes Collection & Fitting) 

 Outpatients Clinic 

 Outpatients Day Clinic 

 Outpatients Physiotherapy 

 Outreach (CSOA) 

 Paediatrics 

 Pain Clinic 

 Pharmacy (Public) 

 Phlebotomy 

 Physio Outpatients, Gym & Geriatrics 

 Pikihuia Room 

 Plastic Surgery Unit 

 Pre-Admission Clinic 

 Quiet Room 

 Radiology (including Antenatal Scan, X-rays Patient Collection) 

 Reception (Main) 

 Rehabilitation Wards (Wards 14 & 15) 

 Respiratory 

 Resus (Resusitation) 

 Rheumatology 

 Room 21 & 22 

 Shore Trails & Research 

 Short Stay Ward 

 Star Unit 

 Surgical Outpatients 

 Telephonists 

 Thrombosis 

 Transit Lounge 

 Urology 

 Wahi Noho & Tokoro (Maori Health) 

 Ward 11 General Medical 
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 Ward 12, 14 & 15 Older Adult Health Services (OAHS) 
 

First Floor: 

 Advanced Intervention Radiology 

 Anaesthesia 

 Blood Bank & Blood-cross Matching 

 Blood Transfusion 

 Cardiovascular Unit 

 Colonoscopy 

 Day Surgery (Surgical Unit) 

 Gastroenterology (Cytoscopy, Endoscopy) 

 High Dependency Unit (In ICU) 

 Intensive Care Unit (ICU) 

 Laboratories 

 Microbiology Dept. 

 Post Acute Care Unit (PACU) 

 Peri-operative (Pre-op Procedure & Medicine) 

 Pre-Admission Treatment 

 Recovery (In Theatre) 

 RMO Lounge 

 Specimen Lab 

 Sterilising  

 Surgical Pathology & Unit 

 Theatres 
 

Level Two: 

 Antenatal Suite 

 Delivery Suites 

 Hine Ora (Gynae Ward) 

 Maternity Services 

 Midwives 

 Special Care Baby Unit (SCBU) 

 Ward 2 (accessed via lifts on GF & LGF) 
 

Level Three: 

 Chapel / The Spiritual Centre (Ahurewae) & Chaplains Office 

 Hospice Seminar Rooms 1 & 2 

 Infection Control 

 Medicine Management Dept. 

 Ward 3 (Medical Ward) 
 

Level Four: 

 Ward 4 (Surgical Ward) 
 

Level Five: 

 Cardiac Research 

 Ward 5 (Medical Ward) 
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Level Six: 

 Ward 6 (Medical Ward) 

 
Level Seven: 

 Ward 7 (Orthopaedic Ward) 
 

Level Eight: 

 Ward 8 (Surgical Ward) 

 
Level Nine: 

 Ward 9 (Orthopaedic Ward) 
 

Level Ten: 

 Ward 10 (Medical Ward) 
 
Off-Site:  

 Accident Compensation Enquiries (ACC): 1st Floor, 3 Mary Poynton 

 Adult Health Services Support: 1st Floor, 3 Mary Poynton 

 Board / Corporate Offices: 15 Shea Terrace 

 Clinical / Medical Typing (Transcription): 1 Shea Terrace 

 Community Services: 9 Karaka Street 

 Cullen Ward – ESC: By car park building 

 Diabetic Clinic: Grey building by Shakespeare Road 

 District Nurses: Community Building 5 

 Early Psychotic Intervention: Pupuke Building  

 Elective Surgery Centre (ESC): By car park building 

 Employment Relations: 3 Mary Poynton 

 Facilities & Maintenance Workshop: Behind car park building towards Pupuke 

 Fire Officer Office: 17 Shea Terrace 

 Gingerbread House: Back of Management Suite Offices 

 Gynaecology: 1st Floor, ESC Building 

 He Puna Waiora (Mental Health): Shakespeare Road by Carmel College 

 Human Resources: 43 Taharoto Road 

 Intensive Clinical Support: Pupuke Building 

 Interpreter: Phone WATIS (09) 442 3211 

 Justice of Peace: Phone Ext: 5414 

 Legal Services: 17 Shea Terrace 

 Marinoto Child and Family Support: Behind Diabetes Entry (off 124A Shakespeare Road) 

 Maternal Mental Health: Behind Diabetes Entry (off 124A Shakespeare Road) 

 Needs Assessment Co-ordination Service (NACS): 9 Karaka Street 

 Occupational Health & Safety: 1st Floor, 17 Shea Terrace 

 Pelvic Floor Clinic: 9 Karaka Street 

 Podiatory: At Diabetes & Physio 

 Pupuke Building: Far side visitors car park 

 Quality, Research & Training: 17 Shea Terrace 

 Red Cross: Shea Terrace 
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Appendix 2: Waitakere Hospital Services, Departments and Clinics  
 
Each department at Waitakere Hospital has a distinct icon that has been developed with a beach theme. 
The rounded end of each sign tells you which direction to go and directs you to the department 
reception desk.  
 
 

 
 
 
Lower Ground Floor:  

 Asian Support Services 

 Assessment, Treatment & Rehabilitation Services (Older People) 

 Chapel 

 Kitchen Food Services 

 Manukau Meeting Room 

 Maori Health (including marae) 

 Maripo Meeting Room 

 Older Adults In-patient Services (Muriwai & Huia wards) 

 Pacific Health 

 Physio Outpatients 

 Prayer / Quiet Room 

 Staff Cafe 

 Therapies Dept. 

 Wainamu Ward (Medical) 
 

Ground Floor:  

 Anawhata Ward (Medical) 

 Assessment & Diagnostic Unit (ADU) 

 Audiology Oxygen Services 

 Child Development Team 

 Child Disability Services 

 Child Mental Health 
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 Coffee Shop 

 Coronary Care Unit 

 Emergency Dept. (ED) 

 Eye Clinic 

 Homecare for Kids 

 In-patient & Out-patient Services for Children (Rangatira Unit) 

 Karekare Ward (Medical) 

 Marinoto Child Team 

 Maternal Mental Health 

 Maternity Services (Piha & Te Henga Wards) 

 Medical Day Stay 

 Outpatients Services 

 Radiology  

 Special Care Baby Unit 

 Surgical Unit 

 Titirangi Ward (Medical) 
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