Greeter Station:

1. Create a sign that says, “Blood Drive Check In”

2. One table directly inside of gym
3. Five chairs

4. 2 Donor Lists and 2 NHS att. lists
5. 16 year old signed forms

6. Sharpees, pencils, pens

7. Check in  each student on the donor sheet.

8. Highlight each name when he/she arrives 

9. Check his/her id and age (preferable a driver’s license)

10. If under the age of 16, check to see if he/she has turned in the signed parental consent form.  If not, write the time on the check in sheet and on the pass and send them back to class – no exceptions.

11. If donor does not have his/her identification, check his/her age against the birth date list and yearbook picture

12. Using a sharpee, write the time the donor checked in – VERY IMPORTANT

13. Send the student to the next station, the literature read section

14. NHS Volunteer Check-in.  Put one or two students in charge of checking in NHS volunteers.  

15. Remind them that they must check out with you when they leave.  You are in charge of their attendance.

16. Highlight the volunteer’s name when they check in.  

17. Explain their job assignment and tell them where to report.

Traffic Monitor A (Literature Read Section and Pre-Red Cross Screening Station

1. Create a sign that says, “Read Literature Here”

2. Set up two rows of about ten chairs each

3. Blood Cross Workers will set up about ten screening stations

4. Donors will read the literature and wait for an open Red Cross Screening Station

5. Set up people will put two chairs at each station – one for the Blood Cross worker and one for the donor. Red Cross will provide screens and equipment 

6. Once donor has read the literature, look for an available Red Cross Screener and send the student to the open booth.

Traffic Monitor B (Waiting to Donate Station)

1. After the donor has been screened, have students wait for the next available donor station.  Donors will wait on the set of chairs adjacent to the donor beds. We need to set up two rows of about ten chairs each.

2.  Wait until a bed is open before sending a donor.

3. Talk to donors as they wait.  Make small talk.  Ask questions. Tell them it will be their turn soon.

Donor Escort 

1. The Red Cross (or you) will set up one to two chairs by each bed (once they have set up their station). 

2. When students begin donating, be sure one escort is with one student.  No one should be alone.  

3. Introduce yourself to the donor

4. Ask them his/her name, their age, their interests

5. Tell them they look great, they are almost done, 

6. When they are done, have them sit up slowly, hold onto the donor by the elbow or arm as you walk them to the canteen.  

7. Students have fainted so be sure to hold onto them as you walk them to the canteen.  This is VERY important!!!!!

Canteen

1. Create a sign that says “Canteen”

2. Set up three tables in a horseshoe shape

3. Put chairs on the outside of the horseshoe

4. Put tablecloths on tables

5. Organize and set out food

6. Put out napkins

7. Pour ice into ice chests

8. Put all beverages on ice

9. Ask student what they would like to drink

10. Make sure student drinks and eats something

11. Talk to students as they eat; some students have passed out or fainted so monitor them closely.

Photographer 
1. Take pictures of set-up (signmaking, etc.)

2. Take pictures of all stages of the blood drive 

(check in, reading literature, donating, eating)

3. Always ask permission to take someone’s picture and make sure we can publish their picture.  
4. Ask what their name is and write it down
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Students read literature here. Send them to a Red Cross Screening Area when there is an opening
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Red Cross Screening Areas





Traffic Monitors should be either at this station or here





Blood Donor Area – try to have one student per donor.  You must hold on the donor and walk them to the canteen when they are done





After students have been screened, they wait here at this row of chairs until there is a donor table open





Set up chairs around the canteen area.  We will need about three trashcans, too. Be sure each person eats and drinks before they leave
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