Cotswold Hospital Radio (CHR)
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Hi there!

As a new member of Cotswold Hospital Radio you
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especially as we get our volunteers into the thick of
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you throughall you need to know and you can refer
back to it anytime you feel the need for a quick
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http://www.patientstation.org.uk/membestraining.pdf

Modules:

Ward Visiting
Putting the show together
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http://www.patientstation.org.uk/memberstraining.pdf

Ward Visiting

By the end of this module you will understand why we do ward visiting and
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getting requests.
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to face meetings with the patients is enormous. Our volunteers might be the
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just for a few minutes, they can forget their medical condition and chat about
Ydza A O 2NJ 0KS NIRAZ2I 2NJ GKSANI FlF YAf AS:
valuable because they might not know they have radio to their bedside so we

can introduce themtotts & SNWA OSs SELIX I AYy 6KI GQa |
etc.

On a practical note we are also there to check that the radio is in fact
working! We also check the state of the headphones and change the
earpieces or entire headset, as appropriate.

ThisisalsodzNJ OKI yOS (2 3SG NBljdzSadga F2N K.

This interaction with the patients help€otswold Hospital Radit

understand the musical tastes of our audience which is useful for programme
planning. It also helps to raise awareness of our servicewatl as allowing

dza (2 OKSO1l Al0Qa Ittt Ay 62NJAy3 2NRSNI

Before you leave the studio
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A folder with a suitable number of blank request forms;
Pens;

Spare earpieces;

Spare headsets and tubing;

Copies of theCotswold Hospital Radianagazing(Smile)
Your name badge.
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to make sure you take it off anthandit backto your team leaderbefore you

check out for the night!

At the Hospital
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Before entering a ward use the antiseptic gel located néxthe door.
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visit. Always check if there are any areas which are off linfparticularly

side-rooms).

Visiting the Patient

There are a few golden rules for visiting patients:
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Cotswold Hospital Radio;

Never wake a patient up;

Steer clear of patients who have a doctor/nurse attending theor
whose curtains are closed

Always ask if the patient (and their visitors) mind being interrupted,;

Be very, very careful of the wires, tubes, cables etc associated with
their treatment;

Always bear in mind that these people are ill and they therefore might
be angry, frightened, bored, confused, frustrated, wary &R 2 y Q& G I { €
anything they say personally!

Most volunteers find the first few visits nerve wracking so it is helpful to have
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examples of useful opening lines:
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Followed by:
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If the patient obviously just wants to be left alone then simply smile and say
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Postbag. But be prepared to discuss musical tastes to get to a request. People
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Questions such as:
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can all help to put the patient at their ease and gently work them towards a
suitable request.

Defusing an awkward situation
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while. Most importantly in these circumstances, stay very calm. Apologise for
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This may well be true but:



Have pity on the poor old NHS staff, they have lots on their minds and
if someone is admitted to hospital then getting their medical
treatment set up correctly is athe top of their priority list;

The nurse might have explained everything but the patient simply
forgot (they had other things on their minds);
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rarely conducive to good working relationships.

Instead you could try something along the following lines:
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or even
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Timings

You should always leave yourself enough time to put the show together
when you get back to the studio so try to be back at College Lawn by 30
the latest.

Back at the studio:

Hand the request slips to whoever is putting together the running
order;
Handyour namebadgebackto your Team Leader
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Put any used earpieces in the bin next to the headset storage drawers;
Put the request folder back where you foul it;
Grab a cup of tea and get ready to put the show together!



Putting the show together
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to put the running order together. You will also get hints and tips on how to
structure a programme for maximum effect.

myCHR
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library. The database holds details of all the playable tracks on the CDs and
vinyl that we own.
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the catalogue because they are considered unsuitable for broadeestthis

Is generally because they contain swearing or sexually explicit lyrics . This is
an important point to note because, as you will see laterjstpossible to
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case it is your responsibility to make sure that the track does not contravene
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As well as being an access portal for tbatalogue, myCHR contains historical
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To start the myCHR application simply select it from the desktop, or you can
access it by following the myCHR link on the CHR website
(http://www.patientstaion.org.uk ).



http://www.patientstaion.org.uk/

Logging into myCHR

(1) Enter your username Not registered yet? Sign up here to get access to myCHR
Usemame
Password
ch up? First Name
Usermame Last Name
Password Email address

Enter

! Reload Image

Enter this word D
Signup

(2) Enter your password

| (3) Click the enter button |

Each night has a different username and password,
ask one of your team for your access details

The Main Page

| Username of person logged in

m y C H R Welcome thursday NOT YOU?

You have logged in to myCHR 429 times

Log out
Create a new Running Order Edit an existing Running Order
Date 2011-07-18 tDa(e tFmgrzmme Title Presenter h'ed:(}p ‘Entries [Bmadcast?
Programme Title Postbag R011-07-14 Postbag [Thursday Crew [Thursday Crew [ 17 | Y
Presenter Thursday Crew } Boxes are autofilled ROL1-07-07 Postbag Thursday Crew [Thonsday G [ 17 [ ¥
- 2011-06-30 Postbag [Thursday Crew [Thursday Crew [ 17 | Y
Tech Op Thursday Crew - But can be overwritten FOTT06. Fosig et G iy o [ 5[
. [011-06-16 Postbag [Thursday Crew [Thursday Crew | 14 | Y
e ;
Create Running Order (4) Create Running Order Show all Running Orders
Feedback
Want to make a request a new feature, report a problem or say how cool you think myCHR 1s?
Type your comments into the box below and press SEND
. I would like to make the following
Record Library comment :
blediz lDI IiRepurl Missing |
Tracks  [53,800
Missing [0
If you would like a copy of your message and a reply, plgae enter your email address :
[Send

For this module we are only concerned with the top 2 boxes (Create a new Running Order

and Edit an existing Running Order)




Creating the Running Order

(6) If you update
the boxes click on

(5) These boxes can Edit Running Order “Update

be left with the programme details”.
default information tPrOgramme Title |Postbag [Update programme delails]

or overtyped with, [Presenter iThursday Crew

eg, the names of f‘l‘ech Op iThursday Crew

the presenters and

i 5 e i Date 2011-07-18 | save | [Delete | | Print |

show. lThis programme will not be broadcast. Click here to mark it for broadcast

rUse % to represent multiple characters
@ iTrack Code !Artist |Title tRequest? ﬁ |Down lDelete

[1 [Pspeciat | | K [ | [AddworO

(7) You can search for tracks using either the Artist or the Title box — or a combination of both. For non-classical
music, artists’ names are entered in the database in surname, firstname order eg Jones Tom or Beiber Justin.
You can use the percent symbol as a wildcard for multiple characters so putting Jones% in the artist box will find
you music by Tom Jones, Aled Jones, Grace Jones etc. The % symbol also works in front of a word so if you
wanted to put a show together on the theme of summer you could search in the title field for %summer% ....
The results for this search are shown below.

Once you've entered your search criteria hit the enter (return) key and the system will either fill the boxes with
the selected track (if only one track meets the criteria) or give you a list of matching tracks to select from.

SEIGCting = TraCk Number of tracks containing

£ | the word summer

Find the track you want and click on the relevant symbol under 'Add to RO’ (found 237)

[Add to RO
12” Vinyl lcD [77 127 [Artist fTitle
b|5m DIMENSION ‘SU]\JMERS DAUGHTER

@ |A1 ‘SUNIMERTEAZE OF OUR LIVES
@ ’6|ABBA bm LAST SUMMER

(8) To add a track to @ |ABBA ‘S e ——
the running order - UMME

click on the symbol @ |A°° of Base k:ruel Summer

to the left of the @ |ADAMS BRYAN ‘SUMMER OF 69

artist. Where there
is a choice eg with 7

ABBA’s “Our last @
summer” which is
available on CD or
12” vinyl always | There’s another 222 tracks between Kenny and Andy .... But you get the picture!

choose the CD -

ALARM RAIN IN THE SUMMERTIME

IANOTHER LEVEL SUMMERTIME

00

BALL KENNY 'GREEN LEAVES OF SUMMER

your techies will @ [wrLiams axDY [SUMMER OF OUR LOVE
thank you for it!
I f\‘ITLSON DANNY ’SECOXTD SUMMER OF LOVE
— @ [wunDERLICH KLAUS o SUMMER PLACE THEME
7” Vinyl £
ﬁ "\VFU—NDERLICH KILAUS |SI_IMR SAMBA
6 'WUNDERLICH KLAUS SUMMERTIME

B [ZACHARIAS HELMUT IGREEN LEAVES OF SUMMER




Editing the Running Order

(10) Every CD and vinyl has
a sticker on showing its
unique identifier so to find
the ABBA CD you would
' . look for PA/5 in the Pop
Edit Running Order o
. — 7 - When you take the CD/vinyl
tProgramme Title ’Trammg {Update programme detalls} for the show you should
lPresenter ’Helen also pull the one next to it
— out a little way — this makes
ITech Op [Vladlm" - it easier to find the slot
(9) The Track Code is used tDate ’20”'07'19 {S&VE} DeIeteJ \Pn'ntj when you are putting them
.to help.us find the CD/Vinyl lThis programme will not be broadcast. Click here to mark it for broadcast | | 2% after the show
in the library. Once you've
found the request on the ste % to represent multiple characters
database you write the @hrack Code lArtist h‘itle [Request?fU_ptDo‘m tDelete
code on the request slip and —
ol e i e <—+PA-5-120) |ABBA OUR LAST SUMMER | % Down Delete
person who is digging out [2 Pz-2305B6 [ALARM RAIN IN THE SUMMERTIME| X  [Up Down Delete
helmtslo 3 [/PW-64043-A1[WILSON DANNY |SECOND SUMMER OFLOVE[ X [UpDown Delete
|4 Pspecial | | | O | [ndoRo
Track Codes
LF | OGN} O]l O2RS Kla y2 ail0FNIAYy3a ydzyo SNI {F
fati NI O1 O2RS adlNIia ¢gAGK F p GKSy AdQa |
(KS GNAY(1fASE FY2y3ald dz&a GKFGQa |+ &aAy3t Sk

The first letter denotes the genre so P for Pop, E for Easy Listening, C for Country, J for Jaz
and Afor ..errr...Classicadd KSNBEQa | FdzZAt tAad 2y GKS g

The second character is part of the library serial along with the number after the 1st hyphen.
The number after the 2nd hyphen is the track (in the case of vinyl it is the side fpack, so
B6 is track 6 on the B side, Al is track 1 on the A side)

Some CDs will have a small number in brackets after the track code, this is the disc number
in a multi-disc set.
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the running order. Add the track in the same way as you would add a message except you
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