
 

 

 
 
 

WAITING ROOM PROTOCOL-2015 
 
Patients cannot enter the clinic without a wristband period 
 
In general, Waiting Room volunteers will work in the following capacities: 
 

 Patient Registration 
o  Help patients write a name tag.  Volunteers should ask patients, "What 

name would you like to go by today?" and write it on the name tag for them. 
o Provide patient with a clipboard, which has a patient registration form and a 

comment card.  They should be asked to fill out the shaded areas of the 
registration form, as well as read and sign the back of the form.  They 
should also be asked to, in the course of the clinic, fill out the patient 
comment card.  It will be collected, with their registration form, at exit 
interview, on their way out of the clinic. 

o Seat patients back to front - the first patients will go directly, with their 
registration form, to the medical triage waiting area. 

 Patient entertainment 
o Make sure the movies are showing / operating correctly. 

 Smoking door checker 
o Dress warmly, and monitor the smoking door for patients who are escorted 

for a 20 minute smoking break. 

 Patient escorts within waiting room area 

 Runners for department leads 

 Clean clipboards with Cavicide (sterilizing) wipes. 
o Once patients have gone through exit interview, the clipboards will be 

returned to patient registration.  At this point they need to be thoroughly 
wiped down (including pen) with a steri-wipe. 

 Other duties determined by the department leads. 
 
The Waiting Room and Patient Registration leads will work with the Outside Line lead to, 
determine when the patients can be let into the clinic (around 4:30 am).  Patients will 
have been given a wristband by the Outside Line volunteers, and will receive a number 
(1-1000) at the door, numbers will determine the order they will be brought into medical 
triage.   
 
Dental and dental hygiene students and other dental health professional volunteers will 
provide information and demonstration on proper oral health practices and techniques, 
as the patients wait to go through medical triage.  There will also be community 
information tables, in the waiting room, staffed by volunteers from area non-profits who 
work with this population. 

Waiting Room Onsite Lead: 
 
 
Patient Registration Onsite Lead: 
Linda Pope 



 

 

 
 
 
Patient Registration 

 Keeping the patients in numerical order, patients will be seated in the OCC’s 
waiting area.  At 4:30 am volunteers will hand patients (number 1-50) a clipboard 
with a blue pen attached that includes a registration form and comment card. 

 Adults will complete their own forms and those of any chaperoned child requiring 
treatment. 

 Children whose parent/guardian is not seeking treatment for themselves, will be 
given a patient registration form and sent directly to pediatrics waiting area. 
Children whose parent/guardian is seeking treatment will accompany adult through 
medical and dental triage.  The family will be given a FAMILY routing card by Mary 
Daly at dental triage (one card/family) before patient escort brings them to Kid 
Town. (refer to child processing  below) 

 Patient registration volunteers will assist patients, if needed, and actively review 
forms to ensure that they have been completed properly.  Volunteers should make 
sure that patients have signed the patient consent form on the back of the 
registration form, and remind them of the comment card. 

 Once a group of 10 patients have completed the registration form, a patient escort 
will take them to the Medical Triage waiting area ensuring that the numerical order 
is maintained.  

 As patients depart from Medical Triage, a patient registration volunteer will be 
responsible for maintaining the flow between registration and triage (ultimately re-
filling the waiting rows as the clinic progresses).  

 
Each clinic unit will have a Clinic Station Card System in order to communicate their 
needs with other volunteers.  The laminated, color cards tell volunteers: 

 Green: The treatment area is ready for a new patient.  Patient escorts should bring 
them a patient. 

 Red: The treatment area is finished with their current patient.  A patient escort 
should take them to the floor checker and then to exit interview. 

 Yellow:  An interpreter is needed. 

 Orange: Technician assistance is needed. 

 Purple:  Nomad x-ray is needed. 

 White w/Red Cross: EMT is needed. 
 
 
Please note that our non-clinical volunteers are crucial to the flow of the clinic as you are 
moving around more than anyone else.  If you notice problem areas, please facilitate 
obvious resolutions and let an area lead (in a red shirt) know about items about which you 
need help.   
 
Your responsibilities are more fluid than some of the clinical areas, and we appreciate 
your flexibility and willingness to help out and pitch in where needed. 
 
 
 


