Screening Protocol
· LOCATION IS KEY we book our booth at least 2 months in advance. We want to be near the entrance and on the right hand side on the end of the isle. Never book a booth without Dr Mike’s approval. (get his signature and date on the map)
· Correct and sufficient equipment: all equipment must be working and up to date 

· Adequate Team: there must be at least 2 team members working a screening at a time. All team members must be properly trained and must fit the requirements of the job (owning a vehicle, cell phone, great personality etc.) unless otherwise arranged. 
· Set up/ Take down: there must be at least 2 members for both set up and take down.
· Team Sign up: All team members must sign up in allotted time slots as soon as the schedule goes up; the best efforts for at least one doctor to be present at the show will be made. 
· Sick time. If a team member is sick – they MUST CALL PR (or whoever is in charge) 24 HOURS IN ADVANCE so that we can replace them on the schedule.

· Deadlines: internal and external payment and sign up deadlines will be followed; Any OWN doctor who fails to sign up on time will be disqualified from the show; Payments will be made on time in order to reserve our spot at any screening. 

· Sunday night recalls: The tear down staff or exam doctor is responsible for Sunday night recalls. 

· The tent can be used as an alternative booth. Usually it is used at the summer screenings.

