Job Action Sheet

Exit Worker

Level 3 (Non-licensed)

Exit Worker
Site: 


Position Assigned To:


Job Shift(s):


You Report To: Lead Clerical Manager

Mission:
Assist clients exiting the clinic site.  Provide oversight at the exit doors to keep the exit secure.
Qualifications:
Non-medical, basic clerical skills, required training, required vaccine/prophylaxis
Possible Candidates:

__ MRC Level 3, or any volunteer

__ SCHA Office Assistants

__ SCHA Patient Service Specialists
Equipment:

__ Vest/ ID Badge

__ “Goodie bags”

__ Whistle
Initial Action:

__ Put on ID badge and vest/uniform shirt

__ Arrive at assigned site when notified and check in with Lead Clerical Manager.

__ Read this entire Job Action Sheet.

__ Obtain orientation and familiarize yourself with all clinic areas.

__ Assist in setting up clinic operation.

__ Identify contact information of the clinic Public Information Liaison for media inquiries.

__ Review response plans with Security personnel and Clinic Manager in anticipation of any security problems.
Primary Duties:

__ Direct clients to the site exit.

__ Distribute the “Goodie bags” to clients as they leave.

__ Answer client questions as needed.

__ For security reasons, do not allow clients to re-enter the site through the exit doors.  Redirect a client to the outside entrance for re-admittance.

__ If you ask someone to leave and they refuse, turn the situation over to Security personnel and/or the Clinic Manager.

__ Direct all media inquiries to the Public Information Liaison assigned to the clinic.

__ Notify Supply Manager/Assistant Runner of additional supply needs.
Deactivation Phase:

__ Assist with the tear down and clean up of the area.

__ Check out with Lead Clerical Manager.

__ Identify issues for debriefing report.

__ Participate in debriefing sessions at shift change or close of clinic.
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