
Cotswold Hospital Radio (CHR) 

bŜǿ aŜƳōŜǊǎΩ ¢ǊŀƛƴƛƴƎ tŀŎƪŀƎŜ 

 

Hi there!  

As a new member of Cotswold Hospital Radio you 

ƳƛƎƘǘ ōŜ ǿƻƴŘŜǊƛƴƎ ǿƘŀǘ ȅƻǳΩǾŜ ƭŜǘ ȅƻǳǊǎŜƭŦ ƛƴ ŦƻǊΣ 

especially as we get our volunteers into the thick of 

ǘƘƛƴƎǎ ŀǎ ǉǳƛŎƪƭȅ ŀǎ ǇƻǎǎƛōƭŜΦ .ǳǘ ŘƻƴΩǘ ǿƻǊǊȅ ƘŜƭǇ ƛǎ ŀǘ 

hand ς ǘƘƛǎ bŜǿ aŜƳōŜǊǎΩ Training Package will walk 

you through all you need to know ς and you can refer 

back to it anytime you feel the need for a quick 

ǊŜŦǊŜǎƘŜǊΦ !ƴŘ ƛǘΩǎ ŀǾŀƛƭŀōƭŜ ƻƴƭƛƴŜ ŀǘΥ 

http://www.patientstation.org.uk/memberstraining.pdf 

 

 

Modules: 

Ward Visiting 

Putting the show together 

tǊŜǎŜƴǘƛƴƎ tŀǘƛŜƴǘǎΩ tƻǎǘōŀƎ 

¢ƘŜ ά¢ŜŎƘƛŜ /ƘŀƭƭŜƴƎŜέ ƛƴŎƭǳŘƛƴƎ ǘƘŜ ŘŀǊƪ ŀǊǘ ƻŦ Ǿƛƴȅƭ 

  

http://www.patientstation.org.uk/memberstraining.pdf


Ward Visiting 

By the end of this module you will understand why we do ward visiting and 

ȅƻǳΩƭƭ ƘŀǾŜ ōŜŜƴ ƎƛǾŜƴ ǎƻƳŜ ƘŀƴŘȅ Ƙƛƴǘǎ ŀƴŘ ǘƛǇǎ ƻƴ ōǊŜŀƪƛƴƎ ǘƘŜ ƛŎŜ ŀƴŘ 

getting requests.  

{ƻ ŦƛǊǎǘ ƻŦ ŀƭƭ ǘƘŜ άǿƘȅΚέΦ  

hǳǊ ǘŀƎ ƭƛƴŜ ά¢ƘŜ tŀǘƛŜƴǘ {ǘŀǘƛƻƴέ ƎƛǾŜǎ ŀ ŎƭǳŜ ŀǎ ǘƻ ǘƘŜ ǿƘȅ. In our charter 

ǿŜΨǊŜ ŘŜǎŎǊƛōŜŘ ŀǎ ŀ άǿŀǊŘ ǾƛǎƛǘƛƴƎ ŀƴŘ ƭƻŎŀƭ ǊŀŘƛƻ ǎǘŀǘƛƻƴέΦ ¢ƘŜ ǾŀƭǳŜ ƻŦ ŦŀŎŜ 

to face meetings with the patients is enormous. Our volunteers might be the 

first non-ƳŜŘƛŎŀƭ ǇŜƻǇƭŜ ǘƘŜȅΩǾŜ ƘŀŘ ŀ ŎƘŀƴŎŜ ǘƻ ŎƘŀǘ ǘƻ ŀƭƭ ŘŀȅΦ 9ǾŜƴ ƛŦ ƛǘΩǎ 

just for a few minutes, they can forget their medical condition and chat about 

ƳǳǎƛŎΣ ƻǊ ǘƘŜ ǊŀŘƛƻΣ ƻǊ ǘƘŜƛǊ ŦŀƳƛƭƛŜǎ ƻǊ ŀƴȅǘƘƛƴƎ ŜƭǎŜ ǘƘŀǘ ŎƻƳŜǎ ǳǇΦ LǘΩǎ ŀƭǎƻ 

valuable because they might not know they have radio to their bedside so we 

can introduce them to thŜ ǎŜǊǾƛŎŜΣ ŜȄǇƭŀƛƴ ǿƘŀǘΩǎ ŀǾŀƛƭŀōƭŜ ŀƴŘ Ƙƻǿ ƛǘ ǿƻǊƪǎ 

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. 

This is also oǳǊ ŎƘŀƴŎŜ ǘƻ ƎŜǘ ǊŜǉǳŜǎǘǎ ŦƻǊ ǘƘŜ ŜǾŜƴƛƴƎΩǎ ǎƘƻǿΦ 

This interaction with the patients helps Cotswold Hospital Radio to 

understand the musical tastes of our audience which is useful for programme 

planning. It also helps to raise awareness of our service (as well as allowing 

ǳǎ ǘƻ ŎƘŜŎƪ ƛǘΩǎ ŀƭƭ ƛƴ ǿƻǊƪƛƴƎ ƻǊŘŜǊΣ ŀǎ ƳŜƴǘƛƻƴŜŘ ŀōƻǾŜύΦ 

Before you leave the studio 

CƻǊ ǿŀǊŘ ǾƛǎƛǘƛƴƎ ȅƻǳΩƭƭ ƴŜŜŘΥ 

A folder with a suitable number of blank request forms; 

Pens; 

Spare earpieces; 

Spare headsets and tubing; 

Copies of the Cotswold Hospital Radio magazine (Smile); 

Your name badge. 



LǘΩǎ ƛƳǇƻǊǘŀƴǘ ǘƻ ƳŀƪŜ ǎǳǊŜ ǘƘŀǘ ȅƻǳΩǊŜ ǿŜŀǊƛƴƎ ȅƻǳǊ ƴŀƳŜ ōŀŘƎŜ ŀƴŘ ǘƘŀǘ ƛǘ 

ƛǎ ŎƭŜŀǊƭȅ ǾƛǎƛōƭŜ ŀǘ ŀƭƭ ǘƛƳŜǎ ǿƘŜƴ ȅƻǳ ŀǊŜ ƛƴ ǘƘŜ ƘƻǎǇƛǘŀƭΦ LǘΩǎ ŀƭǎƻ ƛƳǇƻǊǘŀƴǘ 

to make sure you take it off and hand it back to your team leader before you 

check out for the night! 

At the Hospital 

.Ŝ ŀƭŜǊǘ ŦƻǊ ŀƴȅ ǎƛƎƴǎ ƛƴŘƛŎŀǘƛƴƎ ǊŜǎǘǊƛŎǘƛƻƴǎ ƻƴ ǾƛǎƛǘƛƴƎΦ 5ƻƴΩǘ Ǝƻ ǘƘǊƻǳƎƘ ŀƴȅ 

ŘƻƻǊǎ ǘƘŀǘ ǎŀȅ άwŜǎǘǊƛŎǘŜŘ ŀŎŎŜǎǎέΦ  

Before entering a ward use the antiseptic gel located next to the door. 

hƴ ŜƴǘŜǊƛƴƎ ǘƘŜ ǿŀǊŘ ȅƻǳ ŦƛǊǎǘ ƴŜŜŘ ǘƻ ŦƛƴŘ ǘƘŜ Ƴŀƛƴ ƴǳǊǎŜǎΩ ŘŜǎƪΣ ƛƴǘǊƻŘǳŎŜ 

ȅƻǳǊǎŜƭŦΣ ŜȄǇƭŀƛƴ ȅƻǳΩǊŜ ŦǊƻƳ /otswold Hospital Radio ŀƴŘ ŀǎƪ ƛŦ ƛǘΩǎ hY ǘƻ 

visit. Always check if there are any areas which are off limits (particularly 

side-rooms). 

Visiting the Patient 

There are a few golden rules for visiting patients: 

!ƭǿŀȅǎ ǘŜƭƭ ǘƘŜ ǇŀǘƛŜƴǘ ǿƘƻ ȅƻǳ ŀǊŜ ŀƴŘ ŜȄǇƭŀƛƴ ǘƘŀǘ ȅƻǳΩǊŜ ŦǊƻƳ 

Cotswold Hospital Radio; 

Never wake a patient up; 

Steer clear of patients who have a doctor/nurse attending them, or 

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 etc ς ŘƻƴΩǘ ǘŀƪŜ 

anything they say personally!  

Most volunteers find the first few visits nerve wracking so it is helpful to have 

ŀ ŦŜǿ ƭƛƴŜǎ ƻŦ άǇŀǘǘŜǊέ ǇǊŜǇŀǊŜŘ ǿƘŜƴ ȅƻǳ ŦƛǊǎǘ ǎǘŀǊǘΦ  ¢ƘŜ ŦƻƭƭƻǿƛƴƎ are some 

examples of useful opening lines: 



άIŜƭƭƻΣ LΩƳ .ƻǊƛǎ ŀƴŘ ǘƘƛǎ ƛǎ [ŜǘƛǘƛŀΣ ǿŜΩǊŜ ŦǊƻƳ /ƻǘǎǿƻƭŘ IƻǎǇƛǘŀƭ 

wŀŘƛƻΣ Ŏŀƴ ǿŜ ƛƴǘŜǊǊǳǇǘ ȅƻǳ ŦƻǊ ŀ ŎƻǳǇƭŜ ƻŦ ƳƛƴǳǘŜǎέ 

Followed by: 

ά5ƻ ȅƻǳ ƭƛǎǘŜƴ ǘƻ ǘƘŜ ǊŀŘƛƻ ŀǘ ŀƭƭΚέ 

or 

ά5ƛŘ ȅƻǳ ƪƴƻǿ ȅƻǳ ƘŀǾŜ ǊŀŘƛƻ ǘƻ ȅƻǳǊ ōŜŘǎƛŘŜέ 

or 

άLǎ ƛǘ hY ƛŦ L Ƨǳǎǘ ŎƘŜŎƪ ǘƘŀǘ your radio is ǿƻǊƪƛƴƎ hYέ 

If the patient obviously just wants to be left alone then simply smile and say 

άǘƘŀƴƪǎ ŦƻǊ ȅƻǳǊ ǘƛƳŜέ ƻǊ ǎƻƳŜ ǎǳŎƘ ǇƘǊŀǎŜΦ 

hƴŎŜ ȅƻǳΩǾŜ Ǝƻǘ ǘƘŜƳ ǘŀƭƪƛƴƎ ȅƻǳ Ŏŀƴ ƛƴǘǊƻŘǳŎŜ ǘƘŜ ǘƻǇƛŎ ƻŦ tŀǘƛŜƴǘǎΩ 

Postbag. But be prepared to discuss musical tastes to get to a request. People 

ŦƛƴŘ ƛǘ ƘŀǊŘ ǘƻ ǘƘƛƴƪ ƻŦ ŀƴȅǘƘƛƴƎ ƛŦ ǘƘŜȅΩǊŜ ŀǎƪŜŘ ƻǳǘ ƻŦ ǘƘŜ ōƭǳŜ ς this is 

Řƻǳōƭȅ ǎƻ ƛŦ ǘƘŜȅΩǊŜ ƛƭƭ ƛƴ ƘƻǎǇƛǘŀƭΦ  

Questions such as: 

άLǎ ǘƘŜǊŜ ŀ ǇŀǊǘƛŎǳƭŀǊ ǘȅǇŜ ƻŦ ƳǳǎƛŎ ǘƘŀǘ ȅƻǳ ƭƛƪŜΚέ 

ά5ƻ ȅƻǳ ƘŀǾŜ ŀ ŦŀǾƻǳǊƛǘŜ ƎǊƻǳǇ ƻǊ ǎƻƭƻ ǎƛƴƎŜǊΚέ 

can all help to put the patient at their ease and gently work them towards a 

suitable request. 

Defusing an awkward situation 

{ƻƳŜ ǇŀǘƛŜƴǘǎ ƎŜǘ ǉǳƛǘŜ ŀƴƎǊȅ ƛŦ ǘƘŜȅ ŘƛǎŎƻǾŜǊ ǘƘŀǘ ǘƘŜǊŜΩǎ ǊŀŘƛƻ ǘƻ the 

ōŜŘǎƛŘŜ ŀƴŘ ƴƻōƻŘȅΩǎ ǘƻƭŘ ǘƘŜƳΣ ŜǎǇŜŎƛŀƭƭȅ ƛŦ ǘƘŜȅΩǾŜ ōŜŜƴ ƛƴ ƘƻǎǇƛǘŀƭ ŦƻǊ ŀ 

while. Most importantly in these circumstances, stay very calm. Apologise for 

ǘƘŜ ƻǾŜǊǎƛƎƘǘΦ ¢Ǌȅ ƴƻǘ ǘƻ Ǉŀǎǎ ǘƘŜ ōƭŀƳŜ ƻƴǘƻ ŀƴȅƻƴŜ ŜƭǎŜΦ LǘΩǎ ǾŜǊȅ ǘŜƳǇǘƛƴƎ 

to say something like: 

ά¢ƘŜ ƴǳǊǎŜǎ ŀǊŜ ǎǳǇǇƻǎŜŘ ǘƻ ǎƘƻǿ ȅƻǳ ǿƘŜƴ ȅƻǳΩǊŜ ŀŘƳƛǘǘŜŘέ 

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 at the top of their priority list; 

The nurse might have explained everything but the patient simply 

forgot (they had other things on their minds); 

²ŜΩǊŜ ǿƻǊƪƛƴƎ ƛƴ ǇŀǊǘƴŜǊǎƘƛǇ ǿƛǘƘ ǘƘŜ bI{ ŀƴŘ ǘƘŜ ōƭŀƳŜ ƎŀƳŜ ƛǎ 

rarely conducive to good working relationships. 

Instead you could try something along the following lines: 

άLΩƳ ǾŜǊȅ ǎƻǊǊȅ ŀōƻǳǘ ǘƘŀǘΣ LΩƭƭ ƳŜƴǘƛƻƴ ƛǘ ǘƻ ǘƘŜ tŀǘƛŜƴǘ [ƛŀƛǎƻƴ hŦŦƛŎŜǊ 

ǿƘŜƴ L ƎŜǘ ōŀŎƪ ǘƻ ǘƘŜ ǎǘǳŘƛƻέ 

or 

άLΩƳ ǊŜŀƭƭȅ ǎƻǊǊȅ ȅƻǳ ǿŜǊŜƴΩǘ ǘƻƭŘΣ LΩƭƭ ŘƛǎŎǳǎǎ ƛǘ ǿƛǘƘ ǘƘŜ ǊŜǎǘ ƻŦ ǘƘŜ 

team when I geǘ ōŀŎƪ ǘƻ ǘƘŜ ǎǘǳŘƛƻέ 

Or 

ά5Ŝǘŀƛƭǎ ƻƴ ǘƘŜ ǊŀŘƛƻ ǎŜǊǾƛŎŜ Ŏŀƴ ōŜ ŦƻǳƴŘ ǳƴŘŜǊ tŀǘƛŜƴǘǎ ŀƴŘ ±ƛǎƛǘƻǊǎ  

ΨhǘƘŜǊ {ŜǊǾƛŎŜǎΩ ƛƴ ȅƻǳǊ ōŜŘǎƛŘŜ LƴŦƻǊƳŀǘƛƻƴ CƻƭŘŜǊέ 

or even 

 ά²Ŝ ŀǊŜ ƭƻƻƪƛƴƎ ŀǘ Ƙƻǿ ǿŜ ƳŀƪŜ ƛǘ ƳƻǊŜ ƻōǾƛƻǳǎ ǎƻ ǇŜƻǇƭŜ ƪƴƻǿ ǘƘŜ 
ǊŀŘƛƻΩǎ ǘƘŜǊŜΣ  LΩƭƭ ƳŜƴǘƛƻƴ ǘƘƛǎ ǿƘŜƴ L ƎŜǘ ōŀŎƪ ǘƻ ǘƘŜ ǎǘǳŘƛƻ ŀƴŘ ǿŜΩƭƭ 

ǎŜŜ ŀōƻǳǘ ǊŀƛǎƛƴƎ ƛǘ ǿƛǘƘ ǘƘŜ ¢Ǌǳǎǘέ Φ 

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 1930 at 

the latest. 

Back at the studio: 

Hand the request slips to whoever is putting together the running 
order; 
Hand your name badge back to your Team Leader; 



Put any used earpieces in the bin next to the headset storage drawers; 
Put the request folder back where you found it; 
Grab a cup of tea and get ready to put the show together!  

  



Putting the show together 

.ȅ ǘƘŜ ŜƴŘ ƻŦ ǘƘƛǎ ƳƻŘǳƭŜ ȅƻǳ ǿƛƭƭ ƪƴƻǿ Ƙƻǿ ǘƻ ǳǎŜ ǘƘŜ άƳȅ/Iwέ ŀǇǇƭƛŎŀǘƛƻƴ 
to put the running order together. You will also get hints and tips on how to 
structure a programme for maximum effect. 

 

myCHR  

¢ƘŜ άƳȅ/Iwέ ŀǇǇƭƛŎŀǘƛƻƴ ƛǎ an access portal to the Cotswold Hospital Radio 
library. The database holds details of all the playable tracks on the CDs and 
vinyl that we own. 
 
bƻǘŜ ǘƘŜ ǳǎŜ ƻŦ ǘƘŜ ǿƻǊŘ άǇƭŀȅŀōƭŜέ - some tracks have been excluded from 
the catalogue because they are considered unsuitable for broadcast and this 
is generally because they contain swearing or sexually explicit lyrics .  This is 
an important point to note because, as you will see later, it is possible to 
ƛƴŎƻǊǇƻǊŀǘŜ ƳŀǘŜǊƛŀƭ ǿƘƛŎƘ ƛǎƴΩǘ ƛƴ ǘƘŜ ŎŀǘŀƭƻƎǳŜ όŜƎ ȅƻǳǊ ƻǿƴ /5ύ and in this 
case it is your responsibility to make sure that the track does not contravene 
ǘƘŜ ǎǘŀǘƛƻƴΩǎ ōǊƻŀŘŎŀǎǘƛƴƎ ƎǳƛŘŜƭƛƴŜǎΦ 
 
As well as being an access portal for the catalogue, myCHR contains historical 
ǊŜŎƻǊŘǎ ƻŦ ŀƭƭ ǘƘŜ tŀǘƛŜƴǘǎΩ tƻǎǘōŀƎǎ ǘƘŀǘ ƘŀǾŜ ōŜŜƴ ōǊƻŀŘŎŀǎǘΦ  
 
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/


 
 
 

 
 
 



 
 
 
 
 

 
  



 
 

Track Codes 

LŦ ŀ ǘǊŀŎƪ ŎƻŘŜ Ƙŀǎ ƴƻ ǎǘŀǊǘƛƴƎ ƴǳƳōŜǊ ǘƘƛǎ ŘŜƴƻǘŜǎ мнέ Ǿƛƴȅƭ όƪƴƻǿƴ ǘƻ ǳǎ ƻƭŘƛŜǎ ŀǎ ŀƴ [tύ. 
 
If a ǘǊŀŎƪ ŎƻŘŜ ǎǘŀǊǘǎ ǿƛǘƘ ŀ р ǘƘŜƴ ƛǘΩǎ ŀ /5 ŀƴŘ ƛŦ ƛǘ ǎǘŀǊǘǎ ǿƛǘƘ ŀ т ǘƘŜƴ ƛǘΩǎ ŀ тέ Ǿƛƴȅƭ όƻǊ ŦƻǊ 
ǘƘŜ ǿǊƛƴƪƭƛŜǎ ŀƳƻƴƎǎǘ ǳǎ ǘƘŀǘΩǎ ŀ ǎƛƴƎƭŜκ9tύ 
 
The first letter denotes the genre ς so P for Pop, E for Easy Listening, C for Country, J for Jazz 
and A for ... errr ... Classical ς ǘƘŜǊŜΩǎ ŀ Ŧǳƭƭ ƭƛǎǘ ƻƴ ǘƘŜ ǿŀƭƭ ƛƴ ǘƘŜ ƻŦŦƛŎŜΦ 
 
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 plus track, so 
B6 is track 6 on the B side, A1 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.  
  



 
 

 
bƻǘŜΥ ¢ƘŜ άǎǇŜŎƛŀƭέ  ōƻȄ ƛǎ ŀƭǎƻ ǳǎŜŘ ǘƻ ŀŘŘ ƳǳǎƛŎ ŦǊƻƳ ǎƻǳǊŎŜǎ ƻǘƘer than the CHR library to 
the running order.  Add the track in the same way as you would add a message except you 
Ǉǳǘ ƛƴ ǘƘŜ ŀǊǘƛǎǘ ŀƴŘ ǘǊŀŎƪ ƛƴǎǘŜŀŘ ƻŦ ǘƘŜ ǿƻǊŘ άƳŜǎǎŀƎŜέΦ  
  


