

May 11, 2011
Dear Clinic Night Clerical Volunteers:
We are in the process of building a computer database and would like to update our files.  God has blessed us with several new volunteers to add to the wonderful team we already have.  Would you fill out the enclosed application and return it in the enclosed envelope. This is an attempt to plan a schedule of clinic night volunteers for the remainder of 2011 and for 2012. Thank you in advance for your cooperation. 
Also, a couple of things we are striving to improve:
· You will be contacted via the best way to contact you personally, a week prior to your scheduled night to work.

· Please call or email and let us know only if you are unable to come. Everyone forgets from time to time, but please try not to be a “no-show.”
· Messages can be left at 776-1703, email cccc.dmattingly@yahoo.com or text 501-317-8152.

· We do have some Physicians here and ready to start seeing patients as early as 5:00pm. Because of this we are requesting clerical volunteers to be here between 4:45pm and 5:00pm.
· We are trying to get a good idea of those who, because of work, cannot get here until a little later…that way we won’t schedule you all at once.  Please indicate on the application what time we can count on you being here.

· Please refer any problems or patients with “suspended flags” to Criss McQuary, Dana Mattingly or Gwen Simpson.
· There are several reasons as to why patients’ privileges may be suspended at the clinic. You are not expected to tell these patients they will not be seen. Please refer these patients to the ladies listed above.

· You are more than welcome to come on a night that you are not scheduled to work, please be willing  to give up your normal job when the scheduled volunteer arrives.
· There are nights that we really need extra people if we have volunteers “no-show”. On those nights, we are very grateful you are there.
· Please don’t get your feelings hurt if you come unscheduled and there is a full office crew.

· If you are able to volunteer some in the daytime, please let us know!
If ever you have any suggestions or critiques as to how we can make things better, feel free to offer them. We are always trying to make the office a fun, satyisfying, and efficient place to work and we want everyone to feel needed and appreciated when they are here!  After all without our volunteers there could be no clinic night.
