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TeamSmile

Operations Manual

Volunteer Registration 
Area
Purpose: To check in volunteers when they arrive then direct them to their proper areas.  After check in, be available to answer questions.

Total Volunteers Needed: 2
TeamSmile Staff Members
	Volunteer Registration
Items located in Registration Crate
	Item Location: White Lid Bin 4

	Volunteer Certificates
	Bin 4

	Volunteer Liability Release Form
	Bin 4

	Name Badges  (Blue, Gold, Red)
	Bin 4

	OSHA Guidelines
	Bin 4

	Dry Erase Markers
	Bin 4

	Mints
	Bin 4

	Pens and Markers
	Bin 4

	
	

	Additional Inventory
	Item Location

	First Aid Kit
	Registration Crate

	Dentist Scrubs/Scrub list
	TiScrub Box

	Dental Professional License Sheets
	Program Director Brings

	Volunteer T-Shirts
	Card Board Box (2)

	Snacks (Mints, Granola Bars, Candy Kisses)
	Varies by Program

	Water Cooler
	Large Gatorade Cooler

	“The Box”
	Black and Yellow Marked Bin

	Program Bin
	Black and Yellow Marked Bin

	Tablecloths – TeamSmile (2)
	Program Bin

	Banners – Hospitality & Registration
	Registration Crate


“The Box” Inventory
· Desk Utility Box: batteries, clips, rubber bands, paper clips, Post-it notes, staples, stapler
· Office Supply Box: ink pens, scissors
· Tool Kit
· Miscelaneous Box: extra tools, string, zip ties
· Duct Tape (5 gray/1 red)
· Walkie Talkies
Volunteer Registration Desk Set-Up
8-foot table
TeamSmile tablecloth 
Place on the table

· First Aid Kit 
Place near the table
·  “The Box”

· Program Bin 
Hospitality Desk Set Up

Stop 1

· Volunteer t-shirts - Lay flat/unfolded in piles by size (S, M, L, XL, XXL) from program t-shirt boxes (2)
· Volunteer t-shirts – (3XL, 4XL) found in bin in registration crate – lay flat/unfolded on the table
· Place scrubs in alpha order.  Put the “recycle-a-smile letters and jars in the scrub bag.
Stop 2
· OSHA Guidelines: Place 5 documents across the back of table
· Volunteer liability release forms
· Ink pens

Stop 3

· Volunteer name badges 
· Markers
Stop 4

· Job Board

· Dry erase markers
Refreshment Table for Volunteer Water/Snack Station 
· water coolers
· snacks
· coffee
Volunteer Registration Procedures Prior to the Program
Volunteers will arrive in two shifts - dental volunteers will arrive first, then general volunteers
Check-In 
Stop 1 - Pick up Apparel 
Hand the volunteer a t-shirt and dentist his/her scrubs 
Stop 2 - Volunteer Release Form:

Have volunteer sign the Release Form.  If they bring it filed out, place in a pile, face down.

Stop 3 - Pick up Name badge:
Have the volunteer located their name badge
a. Gold: General Volunteer;
b. Red: Students
c. Blue: Dental / Medical
If their name badge is not found, have them write their name on the appropriate color.

Then direct the volunteer to their appropriate area,
Stop 4 - Volunteer Position Assignments

Areas:
1.  Program Director Check In
· Dentists

· Dental Assistants

· Dental Assistant Sterilization

· Dental Assistant X-Ray

· Dental Assistant Central Distribution

2. Hygienie Area
· Hygienists

3. Front Desk
· Check In Desk

· Check Out Desk
· Medical Volunteer

· Translator

4.  Restorative Area Waiting Area
· General Volunteers (All Categories)
· Education

· Physical Activities
· Students – Dental Assistants, Hygienists, and Dental
Registration Desk

First Aid Kit needs to be place on top of table once registration check in is complete.

Registration Desk converts to water station / snack station once registration check in is complete.

Procedures during the Program

Goal of this desk is to:

· Answer questions
· Maintain the water and snack station
· Walk around and pass out water to dental volunteers
· Handle lunch set up for volunteers
· Check on catering to make sure food has arrived and is set up by 11:15am. First break generally happens at 11:30. 

· Handle lunch breaks for volunteers

· After the last patient’s group of the morning goes through the Check-in area, you can dismiss the Check-in volunteers for lunch.

· As they go through Patient Examination (Station #1), they can be dismissed for lunch.

· As they go through X-Ray (Station#2) , Restorative Care (Station#3) and Preventative Care (Station#4 & #5)– half of the volunteers can be dismissed. The other group will be dismissed after the first group comes back. 

· Inform them that their break will be for 20 minutes

· Check trash at each station every few hours. 
Hospitality Desk Procedures at the end of the Program
· Fill out volunteer certificates or CE credits 

· Hand out volunteer “thank you” gift – bumper sticker or item
Registration Desk Tear-Down
Return Hospitality Area inventory items back to Bin 4, designated crates and areas of storage per the inventory checklist.
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