CHECK-IN INSTRUCTIONS
· Prepare the first log sheet by writing the date on it.  As you need subsequent log pages, write the date as well as “page 2” on it.

· Begin checking clients in by 9:30 am (Saturdays).

· All clients must have a valid ID showing Oakland County Residence (some address updates are on the back of the ID).  Most existing clients will have their ID ready to hand to you.

· Greet each client pleasantly.

· Log-in the client

· From their identification, write down their name and date of birth on the log sheet.  Please take care to write legibly!

· Ask how many people are in the household and their ages.  Note these numbers on the log sheet.
· If an existing client, look up by last name (check the birth date) in the binder.  (if the client is fairly new, they may be listed on the first page under the letter tab.)  Write down the client’s file number on the login sheet.
· If a new client, take a new file and write the client’s name and birth date on the outside of the file.  Behind each lettered tab in the binder is a page for you to write down the client’s name, birth date, and file number.  This way we can find their file on their next visit.
· After checking the client in, tell them to make themselves comfortable and let them know someone will call their name when it is their turn to be interviewed.

· End client check-in at 12:15 pm (Saturdays)
