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DUTIES 
BLOOD SERVICES
	Position Title
	Registration/Greeter

	Location
	Blood drives at various locations in community

	Key Duties

	SPECIAL NOTE: If for some reason the list of donor appointments is NOT available:

1. RELAX

2. As each donor comes in ask if they have an appointment

If they say yes, accept this as true and write their names on a pad (if available) and go on and have a great day!

· Joyfully greet donors! Ask:

1. if they have an “appointment” or “walk-in”

2. do they have proper ID. Driver’s License ARC Blood Donor Card or other picture ID. If they do not have one, ask the Head Nurse for assistance.

3. are they a 1st Time Donor. If Yes, they get a “Green” name tag. If No, they get a “Red” name tag. Ask them what name (first name only) they want on their name tag.

4. are they Double Red. If yes put “R2” on their name badge

5. request they read the Big Poster about giving blood and the eligibility information (green sheets). NOTE: if they have donated recently it is not a big deal to not read these.
6. if donor can not donate today because of illness or other reasons provide them the time and place of future drives or ask them to call the Chapter Office (616/396-6545)or go to the ARC web site (www.redcrossmichigan.org) 

7. provide donors information as to any expected waiting time. If donors cannot wait, provide them with alternative dates and locations and offer to make appointment for them. 
8. answer questions, as appropriate, or redirect the question to a Blood Drive staff person

9. give donor the proper name badge (remove the paper backing) and “appointment” or “walk in” pre-numbered card

10. show appreciation to the donor by carrying on a cheerful conversation 

11. provide directions for proceeding to the next processing area

12. if appointment highlight or mark off list provided.
13. add count to hourly tally sheet proved by Head Nurse
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