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“…some people brought a sightless man 
and begged Jesus to give him a healing 
touch. Taking him by the hand, he led 
him out of the village. He put spit in the 
man's eyes, laid hands on him, and 
asked, "Do you see anything?" 

He looked up. "I see men. They look 
like walking trees." So Jesus laid hands 
on his eyes again. The man looked hard 
and realized that he had recovered 
perfect sight, saw everything in bright, 
twenty-twenty focus. 

Mark 8:22-25 (Message) 

 
It started with a conversation and a couple cups of coffee. It was 1996 in Louisville, Kentucky and a small group of 

us had agreed that we had a burning desire to make a difference. Two of the group members had recently returned from 

a mission trip in Honduras and an idea began to surface that we should look at the United States in the same way we 

look at the mission field. We came up with the idea of a triage clinic for people without insurance. Thirty days later a 

small, struggling church hosted a team of eleven volunteers who offered free medical screenings and vision care for 

one of the poorest communities in Louisville. I remember my feelings as I prepared for the event. I could image how 

Peter felt walking on water— God had challenged me to keep my eyes fixed on Jesus and to take that step of faith onto 

the water. It was truly fantastic, the process of getting out of the boat allowed me to see how God will make provisions 

in a remarkable way. 

By 7:30 a.m. on the day of our first clinic there were thirty people in line waiting for services in frigid 

temperatures. God connected people who needed care with people who had the talents to meet their needs. His 

provisions were miraculous. One of my favorite stories from that day include meeting a seventy-two-year-old African 

American woman who had not had an eye exam in forty-two years. She was one of the last people in line and had 

waited for four hours. When she finally received her exam and a pair of glasses she walked out of the exam room, 

looked in the mirror and then turned to me and exclaimed “Girl, I look good!”  I will never forget that smile. To think 

she had not seen clearly for forty-two years.  

Her story mirrors that of the blind man in Mark 8 where Jesus 

touched the man once and he saw partially, and then a second time and 

he saw fully. Our ministry was named after that very story – Touched 

Twice Ministries. The idea of touching people physically and spiritually 

is one of the core values of Touched Twice. We believe that hurting 

people are more open to hear the Gospel of Jesus Christ when their 

physical needs have been met. We have seen God’s hand on our 

ministry since our first clinic. That day God provided a number of free 

services including twenty-five crates of groceries to give away, cokes 

and hot dogs, a music ministry, the most amazing optometrist who gave 

seventy-two eye exams, and 3000 pairs of donated eye glasses. 

Since 1996 we have seen our ministry spread across the United States. In 2004 we changed our name to Touched 

Twice United (TTU) to represent our efforts across the country. We are united with Christ to touch his people. So, as 

you embark on your journey with the clinic ministry, we challenge you not to worry about money. God will help you 

raise people—not dollars. 

 -Andrea Polnaszek, Founding Volunteer 
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The primary purpose of this ministry is to meet human needs in Christ’s name. This is done by hosting a free clinic 

which strives to meet the medical, physical and spiritual needs of the guests—all on a budget of zero dollars and zero 

cents. As you can imagine, it takes a lot of planning and a lot of prayer to create an organized event. The standard clinic 

is a one day event, typically on a Saturday, and guests are served from 10:00am – 2:00pm. Volunteers are gathered 

from churches and the community to provide services for the guests. Services range from medical, dental and optical 

care to haircuts, family portraits, and pictures. Again, all services are provided free of charge, but following the 

guidelines provided will help you to create a successful event. 

Every volunteer should be trained. Trainings can be held prior to the clinic and on the morning of the event. (See 

Section 5 for training information.)  At the volunteer registration desk volunteers will complete a short contact form 

which will allow the clinic coordinators to gain information and if requested the clinic team will contact for volunteers 

for future events. (See Section 4). Volunteers wear colored nametags throughout the day so they can easily be 

distinguished from the white nametags of the guests. Each guest is also asked to fill out a registration form. On it they 

are given a list of services offered and then asked to mark their most urgent need; we promise to meet their most urgent 

need and additional services are available first come first serve.  

At the time of registration each guest is given an advocate whose sole responsibility is to guide him or her through 

the clinic experience. The advocate helps with paperwork, assists in navigating the building, and most importantly 

shares the gospel with the guest. Once the guest has filled out the registration form the advocate should connect with 

the Gatekeeper and let him or her know what services the guest would like. The Gatekeeper should have a list of 

services and put the guest on the waiting list of those waiting to be served. (See Section 5, Gatekeeper Training). The 

advocate should stay with their guest until they are ready to leave and then wait to be placed with another guest. 

Clinic volunteers typically arrive around 8:00am to register and set up for the day’s events. Each area coordinator 

is responsible for the set up and clean up of their respective area. Many clinic teams host a celebration service around 

3pm. This service is an opportunity for volunteers and guests to worship together and give testimony to the day’s 

events. Tear down for the event normally commences around 4:00pm.  

It is highly recommended to plan a follow-up dinner or meeting for the clinic area coordinators and any other 

leaders who emerged from the clinic experience. Some clinic teams meet for dinner the night of the event while others 

organize a debriefing meeting within two weeks of the event. Thank you notes should be sent to all volunteers and 

guests within two weeks of the event. All contact information from volunteer registration forms and guest registration 

forms should be organized and given to the church staff responsible for newcomer follow-up. This way the church can 

do their own form of follow-up with either phone calls or visits.  
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The secondary effects of the clinic include church revitalization, church planting, and unity within the community 

of faith. The clinic process fosters a spirit of giving by meeting physical and spiritual needs. Giving through your 

church, giving the opportunity to serve and be served. In this spirit of giving the TTU team hopes you will share the 

clinic idea with neighboring churches and communities. TTU is a non-profit ministry run completely through 

donations. The TTU vision includes establishing clinic sites in every county across the USA by 2011. In order to 

accomplish this goal we pray for financial and prayer support from churches like you! 
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Each clinic varies in the services that are provided. Ideas for the services are limitless—be creative! You will craft your 
clinic event to the resources and abilities available to you. This book should be used as a guidebook—not a rulebook. 
Your clinic may not look and feel exactly like what we have outlined, however the following starting points can be 
used for any clinic.  

 

Starting points to begin a clinic ministry 
 
1. Pray. The fruit of your effort comes through the work of the Holy Spirit. Anything else is just “man at his best.” 

Surround your event with prayer. 
 

2. Find others who share the same vision. Begin to share your heart for hosting 
a clinic with other church members. Work in cooperation with your pastor to 
develop announcements for the program, Sunday announcements, or any 
other method your church uses to communicate information to the church 
body. The DVD provided is a great vision casting tool, it can be used during 
worship, for staff meetings or for other gatherings. The video presentation 
will give church members a visual picture of the clinic experience. Keep in 
mind that God will bring the exact team and resources He has in mind for 
your clinic event. 

 
3. Identify the Giants in Your Land. The fact is, this world is hurting. When we 

look around at all that is wrong it’s easy to feel like a small child facing a great giant. However, keep in mind the 
Bible has a few things to say about giants. Just as David used one smooth stone to defeat Goliath, you can use a 
clinic to defeat the giants in your community. What are the giants in your community? Are they lack of health care, 
and access to dental exams or are they homelessness and hurting people? Identifying the giants in your community 
is half the battle, then a plan must be put into operation. Through it all you must remember that it is God, not the 
stone that defeats a giant. 
  

4. Brainstorm to get ideas. Once you have compiled your list of giants identify key people in your congregation or 
community that have a heart for slaying that giant. For example, if diabetes is affecting a large number in your 
community recruit a diabetes nurse to serve at the clinic to screen individuals for diabetes. A clinic is about treating 
the entire person, so remember to focus on meeting non-medical needs as well, such a haircuts, manicures and 
pedicures, and family portraits. Be creative—brainstorm with others to get ideas.  

 
5. Secure a location and time. When you have compiled a list of services you would like to offer, the next step is to 

find a place to host your clinic. Creativity is key. Clinics have been held in churches, community centers and even 
a Kohl’s Department Store. We recommend planning your clinic at least three months in advance; however, it’s 
best to plan in the timeframe that is most comfortable for you, whether that be six months or six weeks.
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How much does it cost? 
Hosting a clinic is free. The model encourages volunteer participation. Touched Twice United has seen through the 
years that people are looking for ways to give. The team should look for all supplies, food and location to be donated. 
A recent clinic had advertising donated by a local grocery store, which provided both a hot lunch and a full spread in 
the local newspaper advertising the event. 
 
How do we handle liability issues? 
The medical professionals are responsible for their own liability insurance. Many times professionals are insured 
through the hospital or clinic system where they are employed. Touched Twice United has experienced willingness for 
hospitals and clinics to give permission and offer coverage for professionals while off-site. The clinic ministry is a 
great Public Relations opportunity. 
 
Do we need to be a medical professional to lead a clinic? 
NO!  Touched Twice United clinics are empowered by willing leaders. A valuable skill for the clinic director is passion 
and good networking skills. The best leaders are those who have a heart for their community. 
 
Do we need a medical professional from with our church in order to host a clinic? 
NO!  We encourage church members to ask their own medical professionals to share their time and talents for the 
event. In fact many professional volunteers have been introduced to a relationship with Jesus Christ through serving. 
 
Do we need a staff person to get a clinic started? 
NO!  Lay leadership is an excellent resource. One of our clinic directors is a professional nanny. She had a passion to 
reach her community through the clinic ministry. She has networked with many regional businesses offer many goodies 
to give away: including tooth brushes, Tylenol samples, and makeup samples. She also found an audiologist and 
hearing aid specialist to volunteer their services for the day. 
 
If we want to start a clinic, when do we need to begin preparing? 
We recommend a minimum of three months to prepare. After you begin your planning process and logon you will find 
a three month outline which should help you prepare. Don’t be limited by time. The first clinic team back in 1996 
planned and executed their event in 6 weeks. 
 
If we need support, who do we contact? 
You may contact Andrea M. Polnaszek, the Touched Twice United administrator. She will coach you through the 
process. andrea@touchedtwiceunited.org 
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We have learned over the years that in order to host a successful clinic it is necessary to develop a team. Since each 
clinic is done without a budget, splitting up the responsibilities is essential. Each area of the clinic needs a point person, 
which we refer to as a coordinator. Below are the descriptions of each coordinator. Keep in mind that depending on the 
size of your church and the size of the event the coordinator responsibilities may need to be modified.  
 
Clinic Coordinator 
This role is vitally important to a successful clinic. The Clinic Coordinator is responsible for developing leaders to fill 
each of the service coordinator positions. The Clinic Coordinator retains responsibility for any service area that is 
without leadership. 
 
Dental Coordinator 
The Dental Coordinator recruits dental professionals to provide dental care. Some Dental Coordinators may locate 
portable dental equipment or a dental van which comes to the event, while others may arrange for a dental office to be 
open for the clinic event and shuttle guests to it. (See the Dental Coordinator checklist in Section 3 for liability issues 
related to this position.) 
 
Evangelism Coordinator 
The Evangelism Coordinator helps fulfill one of the most important aspects of a clinic—the spiritual touch. The 
coordinator develops a team of individuals who are passionate about their faith. The evangelism team assists the 
advocates in sharing the gospel message and provides the 30 minute evangelism training for all volunteers prior to the 
clinic. If an advocate is uncomfortable sharing the gospel, s/he is encouraged to seek out an evangelism volunteer who 
then shares with the guest. The goal of the evangelism team is to see that every cross is crossed—which means that 
every guest had the chance to hear the gospel. 
 
Food and Clothing Coordinator 
The Food and Clothes Coordinator solicits donations of dry grocery items and gently used clothing to give away, then 
sets up a give-away area for clinic day. Depending on clinic size, a team approach may be helpful in collecting, 
organizing and distributing these items to guests. 
 
Gatekeeper 
The Gatekeeper is a strong, organizational volunteer. On clinic day the Gatekeeper takes responsibility for maintaining 
the flow of guest appointments throughout clinic by posting the numbers being served. Communication with service 
area coordinators is critical in monitoring the pace at which service providers are seeing guests, then adjusting timelines 
for appointments. The Gatekeeper must be unswayed, trusting that the first-come-first-serve design of the clinic will 
work. The role may be difficult at times, since advocates are focused on meeting the needs of their guests. Every need 
is important. One need may be more serious than another, but the clinic model seeks to serve each guest with honor and 
respect in the order that he or she arrived. See an example of how to organize this process in Section 5. 
 
Meal Coordinator 
The Meal Coordinator is responsible for providing a meal for guests and volunteers on clinic day. Food and beverage 
donations may be solicited from the community and the clinic day menu organized around the donated items. It may be 
helpful to establish a meal team to help with set up, cooking, serving food, and clean up. On clinic day guests and 
volunteers alike will appreciate coffee and cold beverages, so if possible, make these available throughout the day. 
During the clinic planning process work with other coordinators to estimate the total number of people (guests and 
volunteers) so that food portions can be determined accordingly. Consider providing a modest breakfast for volunteers 
who are asked to arrive early on clinic day. See the Meal Coordinator checklist for suggestions. 
 
 
 



Section 2: How to Host a Clinic 4 

Medical Coordinator 
The Medical Coordinator raises, trains and coordinates a team of volunteers who will staff the medical services area on 
clinic day. This includes recruiting medical volunteers such as doctors and nurses, soliciting donations for medical 
supplies and medications, and determining the flow of care for clinic day. See the Medical Coordinator checklist in 
Section 3 for liability issues related to this position. 
 
Optical Coordinator 
The Optical Coordinator recruits ophthalmologists, optometrists and opticians to serve at the clinic. This coordinator 
also gathers optical equipment for use on clinic day (focometers and refractor) and recycled glasses to give away. See 
the Optical Coordinator checklist in Section 3 for liability issues related to this position. 
 
Outreach Coordinator 
The Outreach Coordinator shares the vision of the Touched Twice United 2011 Initiative with the community by giving 
presentations prior to the clinic, then hosting tours and workshops on clinic day. This role adds momentum to volunteer 
recruiting efforts and transitions post-clinic excitement into action. 
 
Prayer Coordinator 
No matter what size or shape a clinic is, a Prayer Coordinator is essential. The Prayer Coordinator will form a team to 
bath the clinic in prayer before, during and after the event. At the clinic, there is often a room designated for prayer and 
it is open to guests who request prayer or spiritual counseling. See the checklist in Section 3 for ideas on how to 
surround the clinic in prayer. 
 
Publicity Coordinator  
The Publicity Coordinator is responsible for contacting local media resources (radio, television, and newspaper). These 
resources are made aware of the volunteer opportunities approximately one month prior to the event, and asked to 
advertise the clinic services to be provided approximately two weeks prior. The Publicity Coordinator creates a buzz in 
about the upcoming clinic. Flyers are distributed within local churches to recruit volunteers, and throughout the 
community to invite guests to the clinic. See sample flyers in Section 4. 
 
Registration Coordinator 
The Registration Coordinator is responsible for recruiting a team to register both clinic guests and volunteers. The 
registration team is responsible for organizing the clinic forms, placing them on clipboards and numbering them as 
guests arrive. Every clinic guest who receives services should fill out a registration form (i.e. a family of three would 
fill our three forms, one for each family member). The registration team connects each guest with an advocate; a family 
is given one primary advocate. The Registration Coordinator also sets up a desk for collecting the forms and clipboards 
as guests exit the clinic. This coordinator develops a method to collect the medical, dental and registration information 
from each guest for use by the local church in follow-up and contacting guests for future clinics. See sample 
registration materials in Section 4. 
 
Spa Coordinator 
The Spa Coordinator recruits a team of volunteers interested in pampering clinic guests. As volunteers join the team, a 
list of spa services is compiled (i.e. haircuts, makeovers, massage therapy, manicures and pedicures). Jewelry and 
photography are other possibilities. 
 
Stage Coordinator 
The Stage Presentation Coordinator organizes entertainment. This is a great way to work in a time of worship and 
evangelism. Many times guests sit in the fellowship hall with their advocates waiting for their next appointment. The 
relationship with the advocate is good, but because we desire a second spiritual touch, speakers and the music are also 
vitally important. The stage presentation might include, but is not limited to music, speakers, puppets, videos, or skits. 
Many clinic sites offer a celebration service following the event for both guests and volunteers. The celebration service 
generally includes worship music and an opportunity for testimonies from the clinic day. 
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Volunteer Coordinator 
The primary responsibility of the Volunteer Coordinator is to build a team by recruiting, organizing and training 
advocate volunteers. As guests arrive on clinic day, each is assigned an advocate. The sole responsibility of the 
advocate is walking with their guest for the day. The advocate helps the guest with paper work, assists in navigating the 
building and most importantly, serves in Christ by building a relationship. The advocate is a unique component of the 
clinic. Across the country, many communities offer free medical clinics, but most lack an element as personal as the 
advocate. At a Touched Twice United clinic, the individuals we serve are truly our guests. Each advocate takes a 
servant role, caring for every need of their guest. See materials for advocate and other volunteer training in Section 5.  
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The following is a master checklist containing timelines and duties for the major coordinators in a clinic. This list is a 
tool used by the Clinic Coordinator to make sure each area is on task. It gives an overview of a standard timeline for a 
clinic. Following the master checklist are the individual checklists for each section. Feel free to make copies of them 
and distribute them to each area coordinator.  
 
Disclaimer 
The TTU manual is written in a three month format and should be used as a tool—but it is not meant to limit creativity, 
time frame, or delivery of services. The sky is the limit. Some groups appreciate the three-month time line while others 
have enjoyed the clinic process in as short as five weeks or as many as six months. Consider yourself excused from this 
time line. Just like the woman touched by God through Elijah who never ran out of oil or flour, God’s provision is 
perfect. (I Kings 17:13) The two weeks just before the clinic will feel out of control and the event will seem impossible 
to pull off, but no matter how out of control as you may feel – God will provide completely. 
 
 

 
Clinic Coordinator: 

�  Begin organizational meetings. 
�  Identify each area coordinator. It is helpful for coordinators to have background in the field they are working, 

for example an optical professional could organize the vision screenings. 
�  Begin to develop a list of services that will be provided for your clinic. 

 

Dental Coordinator: 
�  Contact dentists and hygienists to serve. 
�  Determine scope of care. 
�  Contact city or county public health department to secure sealants and fluoride treatments. Many offer these 

products free. 
�  Determine the number of exam rooms necessary. Locate in proximity to running water. 
�  Create a dental release form signed by the guest before receiving service. 
�  Discuss use of medical triage for screening dental patients for health issues that might conflict with procedures. 
�  Locate dental office willing to open on the clinic day or a mobile dental unit that might come to the clinic site. 

 
Evangelism Coordinator: 

�  Develop an evangelism team. 
 

Food and Clothes Coordinator: 
�  Complete and submit applications for donations from area businesses. 
�  Develop a team to set up and take down the clothes closet and food distribution area. 

 
Gatekeeper: 

�  Devise a system to organize estimated wait time for the guests on the day of the clinic. See Section 5 for 
suggestions. 
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Meal Coordinator: 
�  Develop a list of food donors. 
�  Solicit donations for food and paper products.  
�  Request food supplies and preparation from local churches: baked goods, trays of lasagna, etc. 
�  Develop a team to serve the meal on the day of the event. 
 

Medical Coordinator: 
�  Contact doctors and nurses to serve at the clinic. 
�  Work with the clinic coordinator to determine the scope of care. 
�  Create a supply list (i.e. glucometers and strips). 
�  Contact pharmaceutical representatives for drug samples (i.e. Tylenol, allergy medications, or vitamins). 
�  Determine the number of rooms necessary. 
�  Review the medical form. 

 
Optical Coordinator: 

�  Collect glasses to give away. Contact closest Lion’s Club distributor. 
�  Determine equipment needed to provide scope of care. 
�  Locate necessary equipment (i.e. focometers and refractors). Reserve equipment for the clinic date. 

 
Prayer Coordinator:  

�  Develop a schedule to bath the clinic in prayer. 
�  Offer opportunities for others to join you in prayer. 

 
Publicity Coordinator: 

�  Identify publicity resources (i.e. television, radio, newspapers). 
�  Create a flyer to advertise the event, with a list of potential services that will be provided. 
�  Send a press release to area television stations and follow-up with a phone call. 
�  Research other publicity such as local talk show interviews. 

 
Registration Coordinator: 

�  Work with Clinic Coordinator to develop a supply list as the list of service areas is developed. 
�  Recruit a team for the registration table.  
�  Devise a system to organize guest and volunteer information collected on clinic day (i.e. spreadsheet or 

binders). 
 
Stage Coordinator: 

�  Contact worship teams and area preachers to donate their services on the clinic day. 
�  Prepare a list of “canned” music/video in case of last minute cancellations. 
�  Locate and reserve equipment (i.e. amps, sound system, microphones). 

 
Spa Coordinator: 

�  Contact beauticians, make-up representatives, massage therapists and photographers.  
 
Volunteer Coordinator: 

�  Make phone calls and send e-mails to potential advocate volunteers. 
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Clinic Coordinator: 

�  Secure the location and date. 
�  Continue working with area coordinators to establish a list of services. 

 
Meal Coordinator: 

�  Create a proposed menu. 
�  Once the location as been secured, schedule a walk through of the facility to and determine where the meal 

will be served. If there is a kitchen, survey the equipment available.  
 
Publicity Coordinator: 

�  Send press release to radio stations. Focus on the professionals needed to serve guests at the clinic. 
�  Follow-up with phone calls to radio station managers. 

 
Spa Coordinator: 

�  Determine the scope of service depending on the clinic location, access to water and electrical outlets. 
 
 

 
Clinic Coordinator: 

�  Schedule weekly meetings. Gather all area coordinators together to work out the clinic details. 
�  Confirm services that will be provided. 
�  Organize and execute a walk through of the clinic site for the coordinators – create a map. 

 
Dental Coordinator: 

�  Collect donations. 
�  Create a fact sheet for free dental resources in your community to distribute on clinic day. 

 
Meal Coordinator: 

�  Schedule pick up times for food donations. 
�  Plan B: If food has not been donated create a new plan. This plan could include a scaled down meal your 

church members could help provide (i.e. ask individuals to donate hot dogs, buns and chips). 
 

Prayer Coordinator: 
�  Develop a rotating schedule for volunteers to pray throughout clinic day. 
 

Publicity Coordinator: 
�  Once services are confirmed, create a flyer which advertises the services to be offered. Distribute the flyer to 

area businesses, homes, libraries, etc.  
�  Send or deliver flyer to churches, social service agencies and schools. 
�  Send press releases to radio stations, television stations and newspapers. Focus on listing the services available 

on clinic day. 
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Evangelism Coordinator: 

�  Work with Volunteer Coordinator to present evangelism portion of the general volunteer training. 
 
Meal Coordinator: 

�  Pick up donations. 
 

Publicity Coordinator: 
�  Organize a team to distribute flyers door to door. 
 

Volunteer Coordinator: 
�  Complete general volunteer training the week prior to the clinic. 
�  Prepare for general volunteer training the day of the clinic event. 

  
 

 
Evangelism Coordinator: 

�  Train volunteers on the evangelism methods that will be used at the clinic. 
 
Gatekeeper: 

�  Assign runners or equip individuals with walkie-talkies to assist in tracking guests in and out of clinic service 
areas.  

�  Stay in contact with the service areas to estimate appointment times. 
�  Display estimated wait times, using whatever system you’ve created. See Section 5 for suggestions.  
 

Dental Coordinator: 
�  Secure dental forms. 
�  Divide dental issues based on dentist preference. 
�  Coordinate with triage for processing patients. 

 
Food and Clothes Coordinator: 

�  Facilitate the clothes and food pantry. 
�  Donate any leftover food and clothes to a local shelter. 
 

Meal Coordinator: 
�  Set up kitchen. 
�  Announce anticipated meal times to volunteers and guests. 
�  Serve meals. 

 
Medical Coordinator: 

�  Set up triage nurse station. 
�  Determine which doctors would prefer to see what types of medical issues. 
�  Call in or distribute prescriptions, if necessary. 
�  Locate medical forms. 

 
Optical Coordinator: 

�  Set up a flow for optical area – from vision screening, to eye exam, to glasses fitting. 
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Prayer Coordinator: 
�  Establish a room for prayer. 
�  Facilitate prayer throughout the clinic day. 
 

Registration Coordinator: 
�  Set up the volunteer registration table and the exit table. 
�  Assemble materials that will be given to each guest as they register—registration form, track, and an invitation 

to the host church. 
 

Stage Presentation Coordinator: 
�  Keep a flow of musicians/speakers on the stage. 
�  Welcome guests and emcee event. 

 
Volunteer Coordinator:  

�  Review the volunteer training information with the registration volunteers. 
�  Orientation ? 
�  Pray with the volunteers. 
�  Survey each department for immediate needs. 
�  Head up the volunteer training the morning of the clinic. It will be necessary since information often changes 

at the last minute.  
 

 
Clinic Coordinator: 

�  Visit www.touchedtwiceunited.org and complete the outcomes form. 
  

Registration Coordinator: 
�  Print out list of guest names and addresses. 
�  Send thank you notes to all guests who were served. 
�  Distribute list to church staff responsible for follow-up of visitors 

 
Volunteer Coordinator: 

�  Create and send a thank you note to each volunteer. 
�  Store all volunteer registration materials for use at future clinics. 
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This role is vitally important to a successful clinic. The Clinic Coordinator is responsible for developing leaders to fill 
each of the service coordinator positions. The Clinic Coordinator retains responsibility for any service area that is 
without leadership. A typical timeline for a clinic is as follows. 

 
Three Months Prior to the Clinic Event 

�  Begin organizational meetings. 
o It is helpful to host at least one meeting at the clinic location. 
o See a sample agenda for the meetings (Section 5). 

�  Identify a coordinator for each area. It is helpful for coordinators to have background in the field they are 
working (i.e. an optical professional could organize the vision screenings). 

�  Begin to develop a list of services that will be provided for your clinic. 
 

Two Months Prior to the Clinic Event   
�  Secure the location and date. 
�  Continue working with area coordinators to establish a list of services. 

 

One Month Prior to the Clinic Event   
�  Schedule weekly meetings. Gather together all area coordinators to work out clinic details. 
�  Confirm services that will be provided. 
�  Organize and execute a walk through of the clinic site for the coordinators – create a map. 

 
 

 
 

 
 
 

 
 
 
 
 
 

�
�
�
Larry Creamer has served as a clinic coordinator fo r multiple clinics in Appleton, Wisconsin. 
During one of the clinics he was able to have a spi ritual conversation with a young woman 
seeking Christ. This woman succumbed to the Holy Sp irit and accepted Jesus Christ as her 
personal savior. After their discussion she informe d him that she worked for Time Warner 
Cable and was selling his church ad space. This new  believer so in debt to her Heavenly 
Father, went to her employer and requested help pub licizing the upcoming clinic. The local 
Time Warner office produced a clinic commercial and  aired it over 750 times.  
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The Dental Coordinator recruits dental professionals to provide dental care. Some Dental Coordinators may locate 
portable dental equipment or a dental van which comes to the event, while others may arrange for a dental office to be 
open for the clinic event and shuttle guests to it. A typical timeline for a clinic is as follows. 
 
Three Months Prior to Clinic Event 

�  Contact dentists and dental hygienists to serve. 
�  Determine scope of care. 

o Sealants, fluoride treatment, oral screenings, fillings, caps, extensive dental work. 
�  Contact city or county public health department to secure sealants and fluoride treatments. Many agencies 

offer these products free. 
�  Determine the number of exam rooms needed. Select locations with proximity to running water. 
�  Create a dental release form signed by the guest before receiving service. 
�  Discuss use of medical triage for screening dental patients for health issues that might conflict with procedures. 

o The medical screening can identify allergies to antibiotics. Some medical conditions must be treated 
with an antibiotic a minimum of 24 hours prior to dental treatment; consult with a dental expert for 
specifics. 

�  Locate dental office willing to open on the clinic day or a mobile dental unit that might come to the clinic site. 
o Contact your local Head Start office, they many have access to mobile dental equipment. 

 
One Month Prior to Clinic 

�  Collect donations. 
�  Create a fact sheet for free dental resources in your community. Make copies to pass out on clinic day. 

 
Clinic Day 

�  Secure dental forms. 
�  Divide dental issues based on dentist preference. 
�  Coordinate with triage for processing patients. 

 
Liability 
Dentists and hygienists volunteering on clinic day are responsible for their own liability insurance. Many times 
professionals are insured through the hospital or clinic system where they are employed. Touched Twice United has 
experienced willingness for hospitals and clinics to give permission and offer coverage for professionals while off-site. 
Volunteering on clinic day is a great public relations opportunity. 

 
 
 

 
 
 

 
 

�
�
 
At one clinic a Spanish speaking teen arrived with his mother. He and his mother used signs 
to communicate his acute need—he pointed to the bac k of his mouth, barely able to utter more 
than a groan. He was immediately seen by a voluntee r oral surgeon. Shortly the boy emerged 
from the small church office, his face beaming. The  rotten tooth had been removed without 
Novocain but his exuberant expression was unbelieva ble. He was able to communicate with 
words and felt whole! 
�
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The Evangelism Coordinator helps fulfill one of the most important aspects of a clinic—the spiritual touch. The 
coordinator develops a team of individuals who are passionate about their faith. The evangelism team assists the 
advocates in sharing the gospel message and provides the 30 minute evangelism training for all volunteers prior to the 
clinic. If an advocate is uncomfortable sharing the gospel, s/he is encouraged to seek out an evangelism volunteer who 
then shares with the guest. The goal of the evangelism team is to see that every cross is crossed—which means that 
every guest had the chance to hear the gospel. A typical timeline for a clinic is as follows. 
 
Three Months Prior to the Clinic Event 

�  Develop an evangelism team. 
 
One Week Prior to the Clinic Event 

�  Work with Volunteer Coordinator to do evangelism training during the training for the volunteers. 
 
Clinic Day 

�  The Evangelism Coordinator should train volunteers on the evangelism methods that will be used at the clinic, 
see sample training guide in Section Five. 

  
 

 

�
�
 
At a follow-up meeting for a clinic, a group of pas tors discussed the guests who were served. 
One pastor stood before the group holding a guest r egistration form. The pastor shared about 
a woman who lived in the area her street name was “ Bright Star.” The group of pastors looked 
at each other knowingly. The Sunday following the c linic Bright Star’s apartment had caught 
on fire and she had not made it out alive. The past or showed the form to the group and 
revealed that it had no markings in the box in the right hand corner. No one had shared the 
gospel message in words to Bright Star. Bright Star ’s legacy lives on with the quest to share 
the gospel message with every willing clinic guest.  
�
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The Food and Clothes Coordinator solicits donations of dry grocery items and gently used clothing to give away, then 
sets up a give-away area for clinic day. Depending on clinic size, a team approach may be helpful in collecting, 
organizing and distributing these items to guests. A typical timeline for a clinic is as follows. 
 
Three Months Prior to Clinic Event 

�  Complete and submit applications for donations from area businesses. 
�  Develop a team to set up and takedown the clothes closet and food distribution area. 
�  It is helpful to develop a plan to organize the food and clothes using bins or grocery bags for easy give away. 

 
Clinic Day 

�  Facilitate the clothes and food pantry. 
�  Donate any leftover food and clothes to a local shelter. 

 
Suggested Donors:  

1. Area thrift stores 
2. Dented cans from the local grocer 
3. Vouchers to a local store for new underwear or clothes 

 
 
 

�
�
 
Then the King will say to those on His right hand, ‘Come, you blessed of My Father, inherit the 
kingdom prepared for you from the foundation of the  world: for I was hungry and you gave Me 
food; I was thirsty and you gave Me drink; I was a stranger and you took Me in; I was naked 
and you clothed Me; I was sick and you visited Me; I was in prison and you came to Me.’ 
Matthew 25:34 
�
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The Gatekeeper is a strong, organizational volunteer. On clinic day the Gatekeeper takes responsibility for maintaining 
the flow of guest appointments throughout clinic by posting the numbers being served. Communication with service 
area coordinators is critical in monitoring the pace at which service providers are seeing guests, then adjusting timelines 
for appointments. The Gatekeeper must be unswayed, trusting that the first-come-first-serve design of the clinic will 
work. The role may be difficult at times, since advocates are focused on meeting the needs of their guests. Every need 
is important. One need may be more serious than another, but the clinic model seeks to serve each guest with honor and 
respect in the order that he or she arrived. A typical timeline for a clinic is as follows. 
 
Three Months Prior to Clinic Event 

�  Devise a system to organize estimated wait time for the guests on the day of the clinic.  
�  Review the Gatekeeper Appointment Grid sample in Section 5 of this manual. 

 

Clinic Day 
�  Assign runners or individuals with walkie-talkies (or cell phones) to help keep up with what number guest is 

being seen in what area. 
�  Keep in contact with the service areas to get an estimated appointment time. 
�  Using whatever system you’ve created display the guest being seen.  

 
The Gatekeeper role is essential to the flow of services at the clinic event. The advocate and guest will report to the 
Gatekeeper to sign up for their priority service. Much like a reservation desk at a restaurant, the guest should let the 
Gatekeeper know their top priority of service and the Gatekeeper should place them on the waiting list for services.  
 
To keep track of the reservations, the Gatekeeper could use several methods. For example, a basic excel spreadsheet 
could be used with columns for each service area and the guest’s number could be placed in a cell for each 
appointment. This spreadsheet can be displayed on the wall using a laptop and a projector. A whiteboard with a grid 
drawn on it could serve the same purpose.  
 
The Gatekeeper could use a walkie-talkie or a volunteer runner to communicate with each area of service to get an idea 
of the flow of services. Within the first hour of the clinic the Gatekeeper should be able to estimate the average 
appointment time. This enables the Gatekeeper to estimate the total number of appointment slots and cut off 
appointments at the appropriate time. It also gives the guest an idea of how long their wait may be and they may rethink 
their top priority of service if the wait is too long. 
 

* Do not promise services. When a designated service area has booked all appointments you can 
shut down the area. Keep in mind that the clinic ends at 2 p.m. and providers expect to leave close 
to quitting time. 
  
* Use your best judgment. It is up to you whether or not to display approximate wait times for 
guests to view. 

  
Regardless of the method, the guest should be given a number to protect their identity. That way the number is 
announced or flashed on the screen rather than the name. After a guest receives his or her first service, the guest and 
advocate should report back to the Gatekeeper and sign up for the next service. The guest registers for one service at a 
time in order to protect the first-come-first-serve process of the clinic.
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The Meal Coordinator is responsible for providing a meal for guests and volunteers on clinic day. Food and beverage 
donations may be solicited from the community and the clinic day menu organized around the donated items. It may be 
helpful to establish a meal team to help with set up, cooking, serving food, and clean up. On clinic day guests and 
volunteers alike will appreciate coffee and cold beverages, so if possible, make these available throughout the day. 
During the clinic planning process work with other coordinators to estimate the total number of people (guests and 
volunteers) so that food portions can be determined accordingly. Consider providing a modest breakfast for volunteers 
who are asked to arrive early on clinic day. 
 
Three months prior to event 

�  Develop a list of food donors. 
�  Solicit donations for food and paper products.  
�  Request food supplies and preparation from local churches (i.e. baked goods, trays of lasagna). 
�  Develop a team to serve the meal on the day of the event. 
 

Two months prior to event 
�  Create a proposed menu. 
�  Once the location as been secured, schedule a walk through of the facility to determine where the meal will be 

served. If there is a kitchen, survey the equipment available.  
 

One month prior to event 
�  Schedule pick-up times for food donations. 
�  Plan B: If food has not been donated created a new plan. This plan could include a scaled down meal your 

church members could help to provide. For instance: ask individuals to donate hot dogs, buns and chips. 
 

One week prior to event 
�  Pick up donations. 

 
Clinic Day 

�  Set up kitchen. 
�  Announce estimated meal times to volunteers and guests. 
�  Serve meals. 

 
 
Suggested areas for donations:  

1. Local grocers 
2. Sam’s Club 
3. Walmart stores (Requires a 30 day request) 
4. Target Stores (Requires 30 day request) 
5. Local bakeries may be able to donate day old bread 
6. Church Sunday School class or small groups can do a food drive 

   
 

*In many cases food that is served outside of a church building must be approved by the local health department.
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The Medical Coordinator raises, trains and coordinates a team of volunteers who will staff the medical services area on 
clinic day. This includes recruiting medical volunteers such as doctors and nurses, soliciting donations for medical 
supplies and medications, and determining the flow of care for clinic day.  

  
Time Commitment 

�  Pre-clinic: 52 hours over three months. 
�  Clinic day: 7 hours. 
�  Follow-up: 3 hours over two weeks. 

 
Volunteers 

�  1 Medical Coordinator. 
�  1 to 2 Nursing Coordinators. 
�  Doctors, nurses, physician assistants, chiropractors, therapists and other healthcare professionals to donate 

services on clinic day. 
 
Three Months Prior to Clinic Event (4 hours per week) 

�  Work with the Clinic Coordinator to determine the scope of care. 
o Simple health screenings and/or full medical examinations. 
o Ask A Nurse (walk-in question center, no appointment with Gatekeeper necessary). 
o Nutrition consultations. 
o Chiropractic care. 
o Consults with a crisis pregnancy counselor; contraception and/or pregnancy tests. 
o Consults with a substance abuse counselor; drug tests. 

�  Contact doctors, nurses and other healthcare professionals to provide services on clinic day. 
�  Review supply list. Seek out monetary and in-kind donations for clinic day. 
�  Contact pharmaceutical representatives for over-the-counter and prescription medication samples. 

o  (i.e. pain relievers, allergy medications, vitamins). 
�  Draft a plan for serving guests and maintaining patient privacy. Determine the number of rooms needed and 

the size of the triage and ask-a-nurse areas. Arrange for treatment tables to use on clinic day. 
�  Review the General Medical Form in Section 4 of this manual. 

 
Two Weeks Prior to Clinic Event (4 hours per week) 

�  Prepare handouts for medical concerns. 
 
Clinic Day (7 hours) 

�  Set up triage nurse station. 
�  Determine which doctors would prefer to see what types of medical issues. 
�  Call in or distribute prescriptions, if necessary. 
�  Locate medical forms. 
�  Prior to teardown, arrange a collection point for all unused supplies. Arrange transportation and storage.  
�  At teardown, collect and transport all volunteer registration materials.  

 

Follow-up (3 hours) 
�  Send a thank you note to each of the medical volunteers, vendors and donors. 
�  Arrange for safe storage of all 
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Supplies 
�  Stethoscope 
�  Otoscope 
�  Blood pressure cuff 

o Regular, Large, Thigh 
o Pediatric 

�  Clock or watch for taking vitals 
�  Exam gloves assorted sizes 
�  Latex-free exam gloves assorted sizes 
�  Hand sanitizer gel 
�  Sanitizing wipes 
�  Glucometer 
�  Glucometer strips 
�  Lancets 
�  Sharps container 
�  Alcohol pads 
�  Adhesive bandages 
�  Gauze and tape for dressings 
�  Peroxide for wound cleansing 
�  Cotton swabs for wound cleansing 
�  Tissues 
�  Tongue depressors 
�  Thermometer 
�  Thermometer sleeves 
�  Scale 
�  Measuring tape for height measurement 
�  BMI calculator charts 
�  Thermometer (temporal) for infants 
�  Infant scale 
�  Measuring tape for infants 
�  Infant formula 
�  MVI samples 
�  Diapers and wipes 
�  Poison Control information 
�  Domestic violence information 
�  Child abuse information 
�  Healthcare assistance information 
�  Nutrition assistance information 
�  Prescription pad for physician 
�  EKG machine 
�  Isolation gown and mask 
�  Snellen eye chart 
�  Tape for marking 20 feet from eye chart 
�  Exam table 
�  Exam table paper 
�  Blue surgical drape 
�  Red trash bag 
�  Trash receptacle 
�  Table 
�  Chairs 
�  Privacy curtains or partitions 

�  General medical form (sample in Section 4) 
�  General health questionnaire 
�  Physician treatment form 
�  School physical form 
�  Copier for completed school physical form 

(original is returned to student) 
�  Box to collect medical forms 
�  Flags: Red/Green (indicate availability) 
�  Sign: Now Serving 
�  Sign: Waiting Area 
�  Sign: Nursing Station 
�  Sign: Physician Treatment Area 
�  Sign: Pharmacy 
�  Sign: Future Care 
�  Pens and pencils 
�  Permanent black markers 
�  Dry erase boards for messages 
�  Dry erase markers  
�  Camera 
�  Water for volunteers 
�  Postage if applicable 
�  Thank you notes if applicable 
�  Items not listed here, but identified as 

necessary by the medical team. 
�  _________________________________ 
�  _________________________________ 
�  _________________________________ 
�  _________________________________ 
�  _________________________________ 
�  _________________________________ 
�  _________________________________ 
�  _________________________________ 
�  _________________________________ 
�  _________________________________ 
�  _________________________________ 
�  _________________________________ 
�  _________________________________ 
�  _________________________________ 
�  _________________________________ 
�  _________________________________ 
�  _________________________________ 
�  _________________________________ 
�  _________________________________ 
�  _________________________________ 
�  _________________________________ 
�  _________________________________ 
�  _________________________________ 
�  _________________________________ 
�  _________________________________ 
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Donations 
The Medical Coordinator is asked to seek in-kind and monetary donations as appropriate, to address material needs 
identified by the volunteer team. 
 
Liability 
Medical professionals volunteering on clinic day are responsible for their own liability insurance. Many times 
professionals are insured through the hospital or clinic system where they are employed. Touched Twice United has 
experienced willingness for hospitals and clinics to give permission and offer coverage for professionals while off-site. 
Volunteering on clinic day is a great public relations opportunity. 
 
 

�
�
 
Medical volunteers come for different reasons; some  may come because they love Jesus and 
want to serve while others serve because they want to give back to the community. A small 
church with 18 volunteers sought to serve their com munity with a clinic event. Two doctors 
served at their clinic, one a Christian and the oth er a Hindu. The two doctors worked in 
cubicles side by side until noon. All morning the C hristian doctor had prayed with each 
patient. At noon the Hindu physician came to the Ch ristian and asked to observe him. She 
spent the rest of the day watching the Christian do ctor share his medical skills and journey 
with Jesus. By the end of the day, the Hindu physic ian agreed to join the Christian doctor in a 
small group. 
�
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The Optical Coordinator recruits ophthalmologists, optometrists and opticians to serve at the clinic. This coordinator 
also gathers optical equipment for use on clinic day (focometers and refractor) and recycled glasses to give away.  
 
 
Three Months Prior to Clinic Event 

�  Collect glasses to give away. 
o A great resource is the Lions Eyeglasses Recycling Program. There are 17 official Lions Eyeglass 

Recycling Centers worldwide, including nine in the United States. Visit www.lionsclub.org to find the 
center closest to your community. 

�  Determine equipment needed to provide scope of care. 
�  Locate necessary equipment. 
�  Reserve equipment for the clinic date. 

o focometers 
o refractors 

 
Clinic Day 

�  Set up a flow for optical area – from vision screening, to eye exam, to glasses fitting. 
 
Liability 
Ophthalmologists, optometrists and opticians volunteering on clinic day are responsible for their own liability 
insurance. Many times professionals are insured through the hospital or clinic system where they are employed. 
Touched Twice United has experienced willingness for hospitals and clinics to give permission and offer coverage for 
professionals while off-site. Volunteering on clinic day is a great public relations opportunity. 
 
 

�
�
 
A teenage boy accompanied his brothers while they h ad their eyes tested. The optical 
volunteers asked if he would like an eye exam. He d eclined at first, but after seeing how his 
family had been cared for, he agreed to have an eye  test. The eye doctor examined his eyes, 
and was so surprised by the prescription that he ex amined the young man’s eyes once again. 
In fact the diagnosis was accurate; this young man had an acute eye prescription. When the 
optician fit the teenager with his first pair of gl asses he sat stunned. He stammered, “There are 
so many people.” He had been in the same room all d ay but did not know what was around 
him. He looked at the stage and gasped, “I see the singers and they are smiling.” 
�
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The Outreach Coordinator shares the vision of the Touched Twice United 2011 Initiative with the community by giving 
presentations prior to the clinic, then hosting tours and workshops on clinic day. This role adds momentum to volunteer 
recruiting efforts and transitions post-clinic excitement into action. 
 
Three Months Prior to Clinic Event (2 hours per week) 

�  Work with Clinic Coordinator in developing a vision for reaching out into the community in the weeks 
preceding clinic day.  

o Identify churches and other organizations who may be interested in collaborating; and people with a 
gift for leadership to assist the collaboration by making introductions. 

�  Organize preliminary ideas for sharing your passion for the clinics. Begin making calls and sharing ideas with 
people you know. Encourage people with a gift for leadership to introduce you to others who may be interested 
in serving the community by organizing a clinic. Share your ideas with these new contacts too. 

�  Keep track of contacts, both those who seem interested and those who are not. 
 
Two Months Prior to Clinic Event (4 hours per week) 

�  Prepare a presentation and begin scheduling places/times to share the vision with churches and other 
organizations interested in collaborating. 

�  Make presentations to churches and other organizations interested in collaborating. 
 
One Month Prior to Clinic Event (4 hours per week) 

�  Continue scheduling places/times to share the vision. 
�  Continue making presentations to churches and other organizations interested in collaborating. 
�  Revisit your list of contacts. Look over the list of those that were not interested and personally invite each one 

to drop by on clinic day and take a tour. 
�  Schedule tours for clinic day, keeping in mind that a group of 5 people is optimal. 

 
Two Weeks Prior to Clinic Event (4 hours per week) 

�  Gather brochures and contact information to share with those who attend the tours on clinic day. 
�  Visually walk through the clinic, selecting a place to meet your guests, and the best route to take through the 

clinic site. Consider showing the Touched Twice United DVD in the volunteer breakroom. Ask the Clinic 
Coordinator to alert key volunteers about answering questions from the guests on the tours.  

�  Continue making presentations to churches and other organizations interested in collaborating.  
�  Consider hosting a workshop a clinic day. This could be onsite or in a nearby facility following the clinic. 
�  Consider shifting focus to future clinics (review list of upcoming clinics at www.touchedtwiceunited.org). 

 
Clinic Day (5 hours) 

�  Attend volunteer orientation. Introduce yourself and briefly explain your role as tour guide. 
�  Conduct scheduled tours and accommodate unexpected guests too.  

 
Follow-up (8 hours over two weeks) 

�  Send notes of appreciation to those who toured the clinic and others you came into contact with, including 
those who helped make the clinic possible. The Clinic Coordinator, Volunteer Coordinator and Registration 
Coordinator are also sending thank you notes, so compare lists to avoid duplicating efforts. 

�  Design and implement a plan to transition post-clinic excitement into action. 
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No matter what size or shape a clinic is, a Prayer Coordinator is essential. The Prayer Coordinator will form a team to 
bath the clinic in prayer before, during and after the event. At the clinic, there is often a room designated for prayer and 
it is open to guests who request prayer or spiritual counseling. 
 
Time Commitment 

�  Pre-clinic: 39 hours over three months. 
�  Clinic day: 6 hours. 
�  Follow-up: 4 hours over two weeks. 

 
Volunteers 

�  1 Prayer Coordinator. 
�  5 to 15 or more volunteers for prayer team (i.e. people with gifts in prayer and spiritual counseling). 

 
Three Months Prior to Clinic Event (2 hours per week) 

�  Develop a plan for bathing the clinic in prayer, seeking spiritual oversight and nurturing spiritual vitality for 
the entire clinic team through group prayer, prayer walks, regular prayer meetings and updates. 

�  Offer opportunities for others to join you in prayer. 
o Recruit volunteers to the prayer team. 
o Schedule and attend two prayer meetings this month. 

�  Work with Evangelism Coordinator and Volunteer Coordinator. 
o Share breakthroughs, difficulties, praise reports and schedules. 
o Work together in contacting vendors and donors to gather bibles and other collateral materials. 

�  Attend organizational meeting hosted by Clinic Coordinator. 
 

Two Months Prior to Clinic Event (3 hours per week) 
�  Continue offering opportunities for others to join you in prayer. 

o Encourage volunteers to invite others to join the prayer team. 
o Schedule and attend two prayer meetings this month. 

�  Continue working with Evangelism Coordinator and Volunteer Coordinator. 
o Review clinic site map for location of prayer room (or chapel) and exit station(s). 
o Discuss and implement options (i.e. prayer request boxes). 
o Continue sharing breakthroughs, difficulties, praise reports, schedules and donation updates. 

�  Attend monthly meeting hosted by Clinic Coordinator. 
 
One Month Prior to Clinic Event  (3 hours per week) 

�  Develop a rotating schedule for volunteers to pray for the day’s event. 
�  Continue offering opportunities for others to join you in prayer. 

o Invite prayer team members to attend training sessions. 
o Encourage prayer team members offer opening prayer at training sessions.  

�  Pray for the clinic, the volunteers and their roles, and for the care of the guests. 
o Schedule and attend weekly prayer meetings this month. Plan a prayer walk or other uplifting event. 

�  Continue working with Evangelism Coordinator and Volunteer Coordinator. 
o Consider driving by the clinic site to get acquainted with its location and size. 
o Continue sharing breakthroughs, difficulties, praise reports, schedules and donation updates. 

�  Attend all meetings hosted by Clinic Coordinator. There may be two or three in the final month. 
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Two Weeks Prior to Clinic Event (6 hours per week) 
�  Develop a rotating volunteer schedule to cover the Clinic Day in prayer. 
�  Attend weekly meetings hosted by Clinic Coordinator. 
�  Ask to accompany the Clinic Coordinator on a visit to the clinic site, if possible. 
�  Attend training session(s). 

 
Clinic Day (6 hours) 

�  Arrive early to establish a prayer room (or chapel) complete with bibles and other materials. The Prayer 
Coordinator remains in or around the prayer room for the duration of the day, providing leadership for prayer 
team volunteers and serving guests with spiritual counseling and prayer. 

�  Prayer walk through the facility, praying with each team and over each area before the clinic opens its doors. 
�  Attend volunteer training with the prayer team. If appropriate, offer to assist the Volunteer Coordinator with 

prayer to open or close the training session. 
�  Dedicate two or three volunteers for the hallways, serving guests and advocates with prayer (and checking 

prayer boxes every 20 minutes, if applicable). 
�  Designate volunteers to be on-call to offer spiritual assistance in the exit station(s) if needed. 
�  Ask all prayer team volunteers to assist with tear down and load out at the close of the clinic. 

 
Follow-up (4 hours) 

�  In the two weeks following the clinic, schedule and attend a prayer meeting. Continue praying for the health 
and spiritual well-being of clinic guests. 

�  Invite prayer and evangelism teams to assist in reaching out with visitations and inviting guests to worship 
with us in our home congregations as appropriate. 

�  Assist Volunteer Coordinator with sending a thank you note to each volunteer. 
�  Work in cooperation with Evangelism Coordinator and Volunteer Coordinator in sending thank you notes to 

vendors and donors.  
 
Supplies 

�  A computer with internet access for regular email communication is recommended. The role of Prayer 
Coordinator is a high communication role including regular contact through email, meetings and phone calls.  

o Serving volunteers on the prayer team, helping them stay inspired and informed. 
o Sharing breakthroughs, difficulties, praise reports, status, schedules and donation commitments on a 

weekly basis with Evangelism Coordinator and Volunteer Coordinator. 
o Serving the Clinic Coordinator with updates and requests for assistance from the prayer team. 
o Nurturing and encouraging a joyful spiritual emphasis through all we do in Christ’s name. 

�  Bibles and other collateral materials for use in the prayer room (or chapel). Prayer request boxes, if applicable. 
�  Items not listed here, but identified as necessary by the prayer team. 

 
Donations 

�  The Prayer Coordinator is asked to seek in-kind and monetary donations as appropriate, to address material 
needs identified by the prayer team. 

�
�
 
There are a variety of ways to incorporate prayer i nto the planning process as well as on the 
clinic day. Offering a map of the area surrounding the clinic site where church members can 
pick out a street or neighborhood to pray for. Crea te a prayer calendar for the month, week or 
day of the clinic, where church members are praying  for the event each hour or half hour 
segment. Create a prayer journal and begin to track  prayer requests and answers from the first 
clinic meeting to the clinic day and after.  
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The Publicity Coordinator is responsible for contacting local media resources (radio, television, and newspaper). These 
resources are made aware of the volunteer opportunities approximately one month prior to the event, and asked to 
advertise the clinic services to be provided approximately two weeks prior. The Publicity Coordinator creates a buzz in 
about the upcoming clinic. Flyers are distributed within local churches to recruit volunteers, and throughout the 
community to invite guests to the clinic. 
 
Time Commitment 

�  Pre-clinic: 48 hours over three months. 
�  Clinic day: 2 to 6 hours. 
�  Follow-up: 3 hours over two weeks. 

 
Volunteers 

�  1 Publicity Coordinator. 
�  2 or more volunteers for publicity team (i.e. people with gifts for writing, photography, design, speaking) 

 
Three Months Prior to Clinic Event (3 hours per week) 

�  Meet with Clinic Coordinator, Outreach Director and Volunteer Coordinator to shape an image for the clinic. 
o Identify clinic name, contact information, location, key services and guest population served. 

�  Review the sample postcard, flyer, press release and other documents within this manual. 
�  Identify publicity resources and put together a list of contacts. 

o Television/radio news shows and talk shows, newsprint, local magazines, bulletin boards, websites. 
o Churches, civic organizations and government agencies. 

�  Build a creative team (volunteers to organize, write, photograph, design and speak).  
�  Discuss the plan for reaching volunteer service providers, guests and donors. Ask the publicity volunteers to 

select tasks based on their creative gifts and passions. Review the timeline and set deadlines for each task. 
�  Structure a plan for communicating within the publicity team (i.e. meetings, email, phone calls). 
�  Assist Volunteer Coordinator with reaching out to potential advocate volunteers within the community. 

o Save the date postcards or flyers to individuals. 
o Inserts for newsletters and bulletins to civic organizations and churches. 

�  Attend organizational meeting hosted by Clinic Coordinator. 
 
Two Months Prior to Clinic Event (3 hours per week) 

�  Send press release highlighting volunteer opportunities to media contacts. Follow-up by phone or email. 
�  Contact potential service providers and donors. 

o Recruiting letter, donation request letter. 
o Script or quick reference guide for phone calls, emails, website posts. 

�  Attend monthly meeting hosted by Clinic Coordinator. Ask all coordinators and their team members to contact 
friends, colleagues and family members to watch for press releases, then encourage them to give feedback, 
volunteer or donate. 

 
One Month Prior to Clinic Event (4 hours per week) 

�  Meet with Clinic Coordinator to discuss confirmed clinic services and day-of-event signs or banners. 
o Create flyers using only confirmed services. 
o Design and order signs or banners if applicable. 

�  Send flyer and press release promoting the clinic to media contacts. Follow-up by phone or email. 
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�  Reach out to potential guests within the community. 
o Deliver flyers to businesses within the neighborhoods where potential guests live and work. 
o Send flyers to churches, civic organizations, social service agencies and schools. 

�  Attend all meetings hosted by Clinic Coordinator. There may be two or three in the final month. 
�  Encourage publicity team members to volunteer as advocates (or in other roles) on clinic day. 

 
Two Weeks Prior to Clinic Event (4 hours per week) 

�  Attend weekly meetings hosted by Clinic Coordinator. Discuss any clinic services that were recently added.  
�  Ask to accompany the Clinic Coordinator on a visit to the clinic site, if possible to finalize sign placement. 

 
One Week Prior to Clinic Event (4 hours per week) 

�  Send media advisory to contacts (this is a shorter version of the press release, with an on-site contact person 
and phone number for day-of-event interviews). Highlight any recently added clinic services. 

�  Organize a team to distribute flyers door to door in key neighborhoods. 
o Youth groups and small groups are great resources for this activity. 

�  Offer to assist Volunteer Coordinator with designing thank you postcard or other follow-up materials.  
 
Clinic Day (2 to 6 hours) 

�  Posting and removal of clinic event signs. Storage of signs for future events if applicable. 
�  (optional) Volunteer as a guest advocate or in another role at the clinic event. 

 
Follow-up (3 hours) 

�  Assist Volunteer Coordinator with sending a thank you note to each volunteer. 
�  Work in cooperation with Clinic Coordinator and Volunteer Coordinator in sending thank you notes to 

vendors, donors and publicity resources (media contacts). 
 
Supplies 

�  A computer with internet access for regular email communication is recommended. The role of Publicity 
Coordinator is a high communication role including regular contact through email, meetings and phone calls.  

o Serving volunteers on the publicity team, helping them stay inspired and informed. 
o Sharing breakthroughs, difficulties, praise reports, status, schedules, donation commitments, and 

requests for assistance from the publicity team with Clinic Coordinator. 
o Nurturing and encouraging a joyful spiritual emphasis through all we do in Christ’s name. 

�  Printed materials, envelopes, postage, printer ink cartridges and paper. Recordable DVDs or CDs if applicable. 
�  Items not listed here, but identified as necessary by the prayer team. 

 
Donations 

�  The Publicity Coordinator is asked to seek in-kind and monetary donations as appropriate, to address material 
needs identified by the publicity team. 

�
�
�
“Looking for hope in a hopeless world. Searching fo r love in such hateful times. Trying to stay 
strong while my mind gets weak.”  Margaret Becker 
“I am Your Hope. I am Your truth. I am Your Way.”  John 14:6 (paraphrase) 
�
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The Registration Coordinator is responsible for recruiting a team to register both clinic guests and volunteers. The 
registration team is responsible for organizing the clinic forms, placing them on clipboards and numbering them as 
guests arrive. Every clinic guest who receives services should fill out a registration form (i.e. a family of three would 
fill our three forms, one for each family member). The registration team connects each guest with an advocate; a family 
is given one primary advocate. The Registration Coordinator also sets up a desk for collecting the forms and clipboards 
as guests exit the clinic. This coordinator develops a method to collect the medical, dental and registration information 
from each guest for use by the local church in follow-up and contacting guests for future clinics. See Section 4 for 
sample registration materials. 
 
Three Months Prior to Clinic Event 

�  Work with Clinic Coordinator to develop a supply list as the list of service areas is developed. 
Supplies include: clipboards, pens, colored and white name tags (laser printer labels work great), sharpie 
markers for name tags, a plastic storage tub to hold all supplies. 

�  Recruit a team for the registration table.  
�  Devise a system to organize guest and volunteer information that will be collected the day of the clinic. (Such 

as an excel spreadsheet, binders). 
 

Clinic Day 
�  Set up the volunteer registration table, guest registration area, and the exit table. 
�  Assemble materials that will be given to each guest as they register—registration form, track, and an invitation 

to the host church. 
 
Follow-up 

�  Print out list of guest names and addresses. 
�  Send thank you notes to all guests who were served. 
�  Distribute list to church staff responsible for follow-up of visitors 

 
 
 

�
�
 
Working in registration means you will likely be th e first face our guests sees. You also may 
have to break bad news once service areas become fi lled up and are no longer taking 
registries. Be of good cheer: God will provide for the needs he brings your way.  
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The Spa Coordinator recruits a team of volunteers interested in pampering clinic guests. As volunteers join the team, a 
list of spa services is compiled (i.e. haircuts, makeovers, massage therapy, manicures and pedicures). Jewelry and 
photography are other possibilities. 
 
Three Months Prior to Clinic Event 

�  Contact stylists, massage therapists, skincare and makeup specialists and nail technicians in the local 
community. Ask each to donate a few hours of time or provide products (styling sprays or gels, manicure 
supplies, essential oils, scrubs and lotions) to pamper the guests on clinic day. 

�  Approach amateur or professional photographers about volunteering to take family photos for guests. 
�  Visit craft stores or consignment shops to find people who make jewelry. Consider holding jewelry-making 

workshop or simply giving handmade jewelry as gifts to spa guests. 
�  Attend monthly organizational meetings hosted by Clinic Coordinator. 

 

Two Months Prior to Clinic Event 
�  Visit the clinic location and consider how to use the space to best serve guests.  

o Water for shampooing and pedicures. 
o Stylist stations (mirror placement). 
o Electrical outlet locations (flat irons, curling irons, blow dryers, electric massage chairs). 
o Sound system with soothing music. 
o Photography (location of windows and other light sources). 
o Space for gift give-away or jewelry workshops. 

 

One Month Prior to Clinic Event 
�  Review the supply list and solicit donations for any items still needed. 
�  Attend weekly organizational meetings hosted by Clinic Coordinator. 

 
Two Weeks Prior to Clinic Event 

�  Contact each volunteer to confirm. Review clinic location, time, parking, setup, spa services, what to wear, 
equipment and supplies. Ask each volunteer if s/he has any questions and take time to address any concerns.  

o Encourage stylists setup their own stations (i.e. clippers, scissors, combs, blow dryers, flat irons) 
o Remind nail technicians to bring foot spas and towels, if applicable. 
o Ask massage therapists to supply their own chairs, if applicable. 

�  Contact photographers and jewelry designers. Finalize plans and review clinic locations, time, parking, setup 
and orientation. Take time to answer questions.  

�  Work with Gatekeeper and Spa Service Hosts/Hostesses. Plan the flow of guest appointments within the spa. 
Consider color coding spa services (haircuts are yellow, manicures green, pedicures pink, massages blue).  

 
Clinic Day (7 hours) 

�  Arrive early to welcome volunteers and help with setup, then attend orientation with your team.  
�  Empower stylists to use their judgment, but encourage each to spray shorter hair, reserving shampooing for 

hair that is long or full of gel.  
�  Clean up as you go along and encourage all volunteers to help tear down the spa at the end of clinic day.  

 
Follow-up (3 hours over two weeks) 

�  Work in cooperation with Volunteer Coordinator in sending a thank you note to each of the spa team 
volunteers, as well as vendors and donors.  
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Supplies 
�  Barbecide 
�  Sanitizing wipes 
�  Hand sanitizer gel 
�  Towels 
�  Shampoo 
�  Conditioner 
�  Shampoo bowls 
�  Head lice treatments 
�  Scissors, clippers, combs 
�  Blow dryers, flat irons, curling irons 
�  Foot spas 
�  Emery boards 
�  Cotton balls 
�  Nail polish and remover 
�  Nail clippers 
�  Scrubs and lotions 
�  Essential oils 
�  Paper towels for massage head rests 
�  Brooms and dustpans 
�  Index cards (color) 
�  Posters and masking tape 
�  Pens and Pencils 
�  Permanent Markers 
�  Tables 
�  Chairs 
�  Sound system and CDs 
�  Fresh flowers 
�  Bottled water for volunteers 
�  Items not listed here, but identified as necessary by the prayer team. 

 
 
Donations 

�  The Spa Coordinator is asked to seek in-kind and monetary donations as appropriate, to address material needs 
identified by the spa team. 

�
�
 
One doctor shared: “What I love about the clinic is  that not only do our guests receive medical 
care, but they also receive hair cuts, manicures, a nd pedicures. These services are so valuable 
because they boost people’s self-esteem and they le ave feeling good inside and out.” �
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The Stage Presentation Coordinator organizes entertainment. This is a great way to work in a time of worship and 
evangelism. Many times guests sit in the fellowship hall with their advocates waiting for their next appointment. The 
relationship with the advocate is good, but because we desire a second spiritual touch, speakers and the music are also 
vitally important. The stage presentation might include, but is not limited to music, speakers, puppets, videos, or skits. 
Many clinic sites offer a celebration service following the event for both guests and volunteers. The celebration service 
generally includes worship music and an opportunity for testimonies from the clinic day. 
 
Three Months Prior to Clinic Event 

�  Contact worship teams and area preachers to donate their services on the clinic day. 
�  Prepare a list of “prerecorded” music/video in case of last minute cancellations. 

o i.e. VeggieTales movies, Nooma films, favorite CDs. 
�  Locate and reserve equipment: amps, sound system, microphones, etc. 

 

Clinic Day 
�  Keep a flow of musicians/speakers on the stage. 
�  Welcome and emcee event. 

�
�
 
Clap your hands, all you nations; shout to God with  cries of joy. How awesome is the Lord 
Most High, the great King over all the earth! He su bdued nations under us, peoples under our 
feet. Psalm 47:1-3 
�
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The primary responsibility of the Volunteer Coordinator is to build a team by recruiting, organizing and training 
advocate volunteers. As guests arrive on clinic day, each is assigned an advocate. The sole responsibility of the 
advocate is walking with their guest for the day. The advocate helps the guest with paper work, assists in navigating the 
building and most importantly, serves in Christ by building a relationship. The advocate is a unique component of the 
clinic. Across the country, many communities offer free medical clinics, but most lack an element as personal as the 
advocate. At a Touched Twice United clinic, the individuals we serve are truly our guests. Each advocate takes a 
servant role, caring for every need of their guest.  

 

Time Commitment 
�  Pre-clinic: 64 hours over three months. 
�  Clinic day: 8 hours. 
�  Follow-up: 6 to 9 hours over two weeks. 

 
Volunteers 

�  1 Volunteer Coordinator. 
�  1 advocate for every 1-2 guests expected. 

o i.e. 35 advocates serve 35 to 70 guests; 1000 advocates serve 1000 to 2000 guests 
o The number of guests served by each advocate depends on how long individual guests remain at 

clinic. If a guest elects only one service then leave, the advocate is free to serve others. If a guest 
receives multiple services, the advocate and guest remain together throughout the day. 

 
Three Months Prior to Clinic Event (3 hours per week) 

�  Meet with Clinic Coordinator to estimate the number advocates and other volunteers needed. 
�  Ask Publicity Coordinator to assist in designing materials to promote volunteerism. 

o Save the date postcards or flyers for individuals, youth groups and small groups. 
o Inserts for newsletters and bulletins for civic organizations and churches. 

�  Recruit a core team and put together a plan for recruiting volunteers. Start making calls and sending emails. 
�  As new people join the team, ask them to invite others to volunteer. 
�  Organize all volunteer contact information in a spreadsheet (i.e. name, email, phone, mailing address, notes). 
�  Send introduction or welcome email to each new volunteer. 
�  Work with Evangelism Coordinator, Prayer Coordinator and Registration Coordinator. 

o Share breakthroughs, difficulties, praise reports and schedules. 
o Review supply lists and begin contacting potential vendors and donors. 

�  Attend organizational meeting hosted by Clinic Coordinator. 
 
Two Months Prior to Clinic Event  (4 hours per week) 

�  Review the introduction and training materials in this manual. 
�  Prepare for volunteer training. 

o Essential: explain the role of the advocate and the importance of treating each guest with dignity. 
o Important: brief history of Touched Twice United, a map of the clinic facility, a review of services to 

be provided at the clinic. 
�  Continue working with Evangelism Coordinator, Prayer Coordinator and Registration Coordinator. 

o Schedule training sessions for 4 to 14 days prior to the clinic. Reserve meeting space. 
o Continue sharing breakthroughs, difficulties, praise reports, schedules and donation updates. 

�  Attend monthly meeting hosted by Clinic Coordinator. 
 



Section 3: Check Lists 26 

One Month Prior to Clinic Event  (6 hours per week) 
�  Invite all advocates, volunteers and coordinators to attend one required training session.  

o Encourage pre-registration for training sessions.  
o Keep track of pre-registrations received. Cancel any sessions that will be empty. 
o Send out an updated training schedule if applicable. 
o Change reservations for meeting space if applicable. 

�  Continue working with Evangelism Coordinator, Prayer Coordinator and Registration Coordinator. 
o Develop a schedule for Clinic Day volunteers (i.e. set up, greeters, orientation, tear down) 
o Consider driving by the clinic site to get acquainted with its location and size. 
o Continue sharing breakthroughs, difficulties, praise reports, schedules and donation updates. 

�  Attend all meetings hosted by Clinic Coordinator. There may be two or three in the final month.  
o Share the training schedule updates. Invite coordinators to attend training with their volunteers.  

 
Two Weeks Prior to Clinic Event (10 hours per week) 

�  Email training session reminders to advocates, volunteers and coordinators. 
�  Host and lead training sessions. Ask prayer team members to lead opening prayer. 

o Keep track of all who attend (i.e. notes in spreadsheet) 
o Send reminders to those who are absent, asking them to attend one of the remaining training sessions. 
o Be kind and thoughtful, but make every effort to see that all advocates, volunteers and coordinators 

attend a training session. 
�  Attend weekly meetings hosted by Clinic Coordinator. 
�  Ask to accompany the Clinic Coordinator on a visit to the clinic site, if possible. 

 
One Week Prior to Clinic Event (10 hours per week) 

�  Continue to host and lead the scheduled training sessions. 
�  Schedule a final training session early on Clinic Day (usually 1½ to 2 hours before clinic begins). 

o Keep it small. Serve people who just recently signed up as volunteers or missed training due to 
unexpected work or family circumstances.  

�  Prepare a brief orientation for Clinic Day. Think about the best place within the facility to gather all 
coordinators, service providers, advocates and other volunteers. Orientation kicks off 1 hour before clinic 
begins and takes 20 to 30 minutes. 

o Welcome by Clinic Coordinator. 
o Prayer by prayer team member. 
o Introduce service providers and their locations in the building. 

�  Handout up-to-date facility maps with current services if appropriate. 
o Briefly share key points from training sessions, end with the importance of treating each guest with 

dignity as we serve others in Christ’s name. 
o Q&A as time allows. 
o Prayer by prayer team member (or pastor if desired). 

�  Continue working with Evangelism Coordinator, Prayer Coordinator and Registration Coordinator. 
o Finalize the schedule for Clinic Day volunteers (i.e. set up, greeters, orientation, tear down). 
o Keep in mind that set up and volunteer registration begin hours before the clinic. Guest registration 

begins when the clinic opens. Tear down usually begins in the afternoon. Everyone deserves a chance 
to put their best foot forward. As much as possible, be sensitive to the morning people, the night owls, 
and everyone in between. 

�  Review supply list. Arrange for all necessary supplies to be transported to clinic site. 
�  Attend weekly meeting hosted by Clinic Coordinator. 
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Clinic Day (8 hours) 
�  Arrive early. Be there to greet the first volunteers to arrive, continue greeting throughout the day. 
�  Assist Registration Coordinator and the set up team with preparing the volunteer registration desk. 
�  Continue greeting new arrivals and assist with registering volunteers as needed. Briefly review key training 

points with volunteers and answer questions. Consider leaving a set of training materials at the registration 
desk as a reference.  

�  1½ to 2 hours before the clinic begins, host and lead the final training session. Pray with the newly trained 
volunteers before sending them to orientation. 

�  1 hour before the clinic begins, facilitate orientation. 
�  30 minutes before the clinic begins, survey each department for immediate needs. 
�  Prior to teardown, arrange a collection point for all unused supplies. Arrange transportation and storage.  
�  At teardown, collect and transport all volunteer registration materials.  

 

Follow-up (6 to 9 hours) 
�  Review all volunteer registration materials. Update the volunteer spreadsheet as needed. 
�  Create a thank you note with the assistance of the Publicity Coordinator. 
�  Using the spreadsheet as a starting point, send a thank you note to each of the volunteers.  
�  Assist other coordinators with sending thank you notes to people on their teams, service providers, vendors, 

donors and others who made the clinic a success (i.e. media contacts, churches, civic groups). 
�  Arrange for safe storage of all volunteer registration materials. 

 
Supplies 

�  A computer with internet access for regular email communication is recommended. The role of Volunteer 
Coordinator is a high communication role including regular contact through email, meetings and phone calls.  

o Serving people on the volunteer team, helping them stay inspired and informed. 
o Sharing breakthroughs, difficulties, praise reports, status, schedules, donation commitments, and 

requests for assistance from the publicity team with Clinic Coordinator. 
o Nurturing and encouraging a joyful spiritual emphasis through all we do in Christ’s name. 

�  Office Supplies 
o Copies (forms, maps, training materials, volunteer lists) 
o Folders or 3-ring binders for training materials 
o Highlighters 
o Name tags 
o Paperclips 
o Pens and pencils 
o Permanent black markers 
o Printer ink cartridges and paper 
o Stapler and staples 
o Tape 

�  Printed thank you notes (postcards or notecards with envelopes) if applicable. 
�  Postage if applicable. 
�  Signs welcoming service providers, advocates and other volunteers. 

o i.e. Welcome sign at volunteer entrance, signs leading to and identifying volunteer registration, 
training and orientation areas. 

�  Signs organizing volunteer registration if appropriate. 
o i.e. Medical Volunteers, Advocates, Volunteers, Española, A-G, H-L, M-R, S-Z. 

�  Items not listed here, but identified as necessary by the volunteer team. 
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Donations 
�  The Volunteer Coordinator is asked to seek in-kind and monetary donations as appropriate, to address material 

needs identified by the volunteer team.  
 
$tewardship 

�  Handwritten thank you notes provide a personal touch. If resources are tight, consider email. The Publicity 
Coordinator can help with a custom-designed thank you jpg that can be placed the body of an email. No 
postage required.  

�  Clipboards are needed for all advocates. Consider empowering the bargain hunters in your community to 
purchase clipboards at second-hand stores, yard sales and flea markets. 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

�
�
 
A great way to get your volunteers in the right fra me of mind is to have them raise their hands 
towards Heaven while you pray with them, “God You g ave us our hands, and today we give 
them back to You. It is all we have to give. May Yo u take our hands and do Your work today.” 
�



 



   

 
Below are brief explanations of the forms and handouts included in this section. The materials in this 
section are intended as examples. Customizing forms with detailed information for your clinic is 
recommended. Visit www.touchedtwiceunited.org to download forms that can be modified for use at 
your clinic. 
 
Guest Registration Form 
This form is used during the clinic to assign each guest a number, which lets guests receive services 
while fostering privacy. Using the symbol in the upper right hand corner of the form provides a quick 
visual picture of where the guest is spiritually (details in Section 5). The demographic information is 
used after the clinic by the local church to follow-up with the guest.  
 
General Medical Form 
This form is signed by guests, then used by the triage nurses to take the health history. The lower portion 
of the form is designed for the doctor’s notes. 
 
Volunteer Registration Form 
This form is a tool used to register volunteers and gain follow-up information.  
 
Volunteer Release Form 
This form describes Good Samaritan statutes and provides information about the expectations for the 
role of volunteer.  
 
Outcomes Form 
This form highlights the measurable parts of the clinic (i.e. number of guests), then asks clinic 
coordinators to describe their challenges and successes. It is a place to share the stories of while serving 
others in Christ’s name.  
 
Medical Outcomes Form 
This form summarizes clinic services provided by health care volunteers. 
 
Church Flyer 
This Jacobs Well flyer was used to promote volunteerism and advertise the clinic within a church. 
 
Community Flyers 
The Frog4Life and TeenServe flyers were used to promote clinics to the general public. 
 
Postcards 
These postcards are used as thank you notes for both guests and volunteers. Postcards are often used to 
advertise for the next scheduled clinic. 
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Guest Registration Form Registration Number: ______________   
 
Welcome to this clinic by Touched Twice United, a non-profit corporation. We offer health services from licensed 
professionals, food, clothing, and other items—all for free. Why? Because we love you, and we pray that you will 
get a spiritual blessing here as well. A person call an Advocate will help you through the clinic today. Volunteers 
with color nametags can also help you. 
 

Each guest who receives services needs to fill out a form, including the children of parents who are guests.  
 

All information will be kept confidential. 
 
 Full name: ________________________________________________________ Age:_________  

 Address: _________________________________________________________________________  

 City/State/Zip: ____________________________________________________________________  

 Phone:______________________________________ Email: _____________________________  

 Religious preference: ______________________________________________________________  

 House of worship: _________________________________________________________________  

 May we have someone from a local church contact you?        yes         no 

 
Below is a list of services. Please CHECK  the services you want today. Then CIRCLE  the one that is most 
urgent to you. Due to last minute cancellations, services listed may be different today, and there may be more 
demand for some services than we can supply. We will try our best to meet your most urgent needs. 
 
 Medical Screening Other: 

 Vision Screening Other: 

 Haircut Other: 

 Massage Other: 

 Manicure Other: 

 Pedicure Other:  

 
Please keep all clinic forms with you until you check out at the exit desk. Please do not take forms home. 
 
 
 
Advocate’s name: _____________________________________________________________________ 

rev 01/20/2010 

Meeting Human Needs in Christ’s Name                
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General Medical Form  
 
Local Clinic Site:_____________________________________________________________________________ 
 
I understand that this service is being provided free of charge and agree not to hold the medical providers 
themselves personally liable for any adverse health-related outcomes. I further agree not to hold Touched 
Twice United / Touched Twice United Ministries, Inc., or any of the churches and organizations serving me 
today liable for any adverse health-related outcomes. 
 
Name (printed):______________________________________________________________________________ 

Signature: __________________________________________________ Date:__________________________ 

Age: _______  Sex:  M  F  Date of birth: _______________  Occupation: ___________________________ 

Chief complaint:_____________________________________________________________________________ 

___________________________________________________________________________________________ 

___________________________________________________________________________________________ 

When was your last medical appointment?________________  (Dr .) ________________________________ 

Previous medical history / medications: _________________________________________________________ 

___________________________________________________________________________________________ 

___________________________________________________________________________________________ 

___________________________________________________________________________________________ 

Allergies:___________________________________________________________________________________ 

___________________________________________________________________________________________ 

Tobacco:   Y   N           Alcohol:   Y   N          Marital  Status:   C   M   S   D   W 
 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  
 

Clinician Use Only – please document significant clinical findings and treatments provided: 

BP_________  P_________  T_________  Wt_________  Ht_________  BMI_________  Glucose _________ 

Assessment: Plan:  

Meeting Human Needs in Christ’s Name                
www.touchedtwiceunited.org 
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Volunteer Registration Form  
 

Full name: _______________________________________________________________________   

Address: _________________________________________________________________________  

City/State/Zip:____________________________________________________________________  

Phone: _____________________________________ Email: _____________________________  

Home church: ____________________________________________________________________  

Please contact me to serve at future events.        yes          no 

I would be interested in connecting with a small group.        yes          no 

 
 

Volunteer Registration Form  
 

Full name: _______________________________________________________________________   

Address: _________________________________________________________________________  

City/State/Zip:____________________________________________________________________  

Phone: _____________________________________ Email: _____________________________  

Home church: ____________________________________________________________________  

Please contact me to serve at future events.        yes          no 

I would be interested in connecting with a small group.        yes          no 

Meeting Human Needs in Christ’s Name                
www.touchedtwiceunited.org 
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Volunteer Release Form 
 
Local Clinic Site:  SunRise Clinic 
 
The Good Samaritan Understanding: 
 

The State of Kentucky offers immunity to good samaritans, but sometimes negligence could result in a claim of 
negligent care if the injuries or illness were made worse by the volunteer’s negligence. Statutes typically do not 
exempt a good samaritan who acts in a willful and wanton or reckless manner in providing care, advice, or 
assistance. Under the good samaritan laws which grant immunity, if the good samaritan makes an error while 
rendering emergency medical care, he or she cannot be held legally liable for damages in court. However, two 
conditions usually must be met: (1) the aid must be given at the scene of the emergency, and (2) if the “volunteer” 
has other motives, such as the hope of being paid a fee or reward, then the law will not apply. 
 

Name:__________________________________________________________________________________ 

Social Security #:__________________________________  Date of birth: _________________________ 

Address: ________________________________________________________________________________ 

City/State/Zip:___________________________________________________________________________ 

Home phone: ________________________________ Work phone: ______________________________ 

Cell phone:__________________________________ Email: ____________________________________ 

Church membership: _____________________________________________________________________ 

Church address: _________________________________________________________________________ 

Signature: _________________________________________________  Date: ______________________ 
 

If I accept the above and volunteer for the SunRise Clinic work project, I will not expect any organization with 
which I may work or be associated to be responsible or liable to me for any loss or damage to my property, and 
any personal injury or illness, or any other injuries of myself, my heirs, executors, administrators, and assignors,  
I hereby release the Kentucky Baptist Convention and its related agencies, local Baptist Associations, Touched 
Twice United Ministries, Touched Twice United, and any employees of the forgoing organizations from any 
and all such claims or demands. 
 

The above information in this release form is true and accurate to the best of my knowledge. I understand that 
false information will be grounds for termination of volunteer service. 
 

I hereby acknowledge that I am willingly volunteering at the SunRise Clinic, and will not hold any other 
volunteer or the Kentucky Baptist Association liable for my actions. 
 

Signature: _________________________________________________  Date: ______________________ 

 

(Last) (First) (MI) 
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Outcomes 
 
 Organization / Church: ________________________________________________________________________  

 Location: ________________________________________________________________________  

 Email / Phone: ________________________________________________________________________  

 Date: ________________________  

 # Guests Served: __________________ 

 # Volunteers: __________________ 

 # Advocates: __________________ 

 # Medical Volunteers: __________________ 

 # Churches Involved: __________________ 
 

What area of the clinic was utilized the most? (dental, photos, etc.)_________________________________________ 
 

What area of the clinic was utilized the least?_______________________________________________________ 
 

What was the most challenging aspect of organizing this event? ________________________________________ 

___________________________________________________________________________________________ 

___________________________________________________________________________________________ 
 

What worked well? ___________________________________________________________________________ 

___________________________________________________________________________________________ 

___________________________________________________________________________________________ 
 

What went poorly? ___________________________________________________________________________ 

___________________________________________________________________________________________ 

___________________________________________________________________________________________ 

Will your church / organization do another clinic? ___________________________________________________ 

___________________________________________________________________________________________ 

___________________________________________________________________________________________ 

What one thing would you share with another clinic organizer? ________________________________________ 

___________________________________________________________________________________________ 

___________________________________________________________________________________________ 

Stories of clinic: (please limit to 2) __________________________________________________________________ 

___________________________________________________________________________________________ 

___________________________________________________________________________________________ 

___________________________________________________________________________________________ 

___________________________________________________________________________________________ 

___________________________________________________________________________________________ 

(City) (State) 
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Medical Outcomes 
 
 Organization / Church: ________________________________________________________________________  

 Location: ________________________________________________________________________ 

 Email / Phone: ________________________________________________________________________ 

 Date: ________________________  
 

General Medical Coordinator: _________________________________________________________________ 

# of screenings administered: ___________________  # of school screenings: _________________________ 

# of vaccinations received: _____________________  # of guests requiring ER care: ___________________ 

# of medical volunteers: ____________ nurses ____________doctors  

Glucose ?: ______________________  Average time since last medical exam: __________________________ 
 

Dentistry Coordinator : _______________________________________________________________________ 

# of screenings administered: ___________________  # of dentist volunteers: _________________________ 

Specialty services administered: _________________________________________________________________ 
 

Vision Coordinator:__________________________________________________________________________ 

# of eye screenings administered: ________________  # of glasses dispensed: _________________________ 

# of vision volunteers: _________________________  
 

Pharmacy Coordinator: ______________________________________________________________________ 

Dollar value of services rendered: $ ______________  # of pharmacy volunteers: ______________________ 
 

Chiropractic / Massage Coordinator: ___________________________________________________________ 

# of chiropractic visits: ________________________  # of chiropractic volunteers:_____________________ 

Massage Coordinator:________________________________________________________________________ 

# of massage visits: ___________________________  # of massage volunteers:________________________ 

Physical Therapy Coordinator: ________________________________________________________________ 

# of physical therapy visits:_____________________  # of physical therapy volunteers: _________________ 
 

Hearing Coordinator: ________________________________________________________________________ 

# of hearing screenings administered: _____________  # of hearing volunteers: ________________________ 
 

Well Women’s Care Coordinator:______________________________________________________________ 

# of breast cancer screenings: ___________________  # of cervical cancer screenings: __________________ 

# of critical cancers recognized: _________________  

(City) (State) 
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We need volunteers for a free clinic hosted by Jaco b’s Well church on May 23rd  
 

We will be providing  
 

• Medical Screenings * • Free Food and Clothing • Chiropractic Care 
• Dental Care • A Warm Meal • Basic Medicine from a Pharmacy 
• Vision Care • Spiritual Counseling • Prayer 
 

* All screenings and medical care given by licensed doctors and nurses. 

 
If you or someone you know can help, contact the church office at 555-1547 

 
Clinics are produced by Touched Twice United, a national non-profit corporation based in Wisconsin. 

More information is available at www.touchedtwiceunited.org 
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Volunteer Training 
 

I. Welcome the Volunteers 
II.  Share the history of Touched Twice; see the introduction of this manual for the history. 
III.  Explain what services are available for today’s clinic 

a. Give the volunteers an idea how the clinic will be laid out physically, drawing a map of 
the facility would be very helpful 

IV. Remind volunteers that guests will have many reasons for being at the Clinic and that they are 
almost as likely to be paired with a formerly “successful” person as they are with a “street” 
person. Guests might smell of alcohol or worse, but it is important to be tactful, loving, and 
relaxed. Keep in mind we have the best news in the world to share. 

V. Explain the role of the advocate 
a. Each advocate will be paired up with a guest or a family 
b. The advocate should introduce him or herself and help the guest fill out the registration 

material 
c. Help the guest identify his or her most urgent need and then go to the Gatekeeper to be 

placed on a waiting list for services. (see the Gatekeeper Section for examples of how to 
set up the Gatekeeper’s role) 

d. Accompany the guest while they wait for services and use the opportunity to share your 
faith with them 

e. Indicate their response using the cross on the registration form (see the Evangelism 
Training handout for a detailed explanation of how to indicate their response using the 
cross). 

f. As they leave, offer then a brief prayer/blessing, invite them to worship on Sunday and 
turn in their registration form at the Exit desk. 

VI.  Unless your clinic has a tear down team, it is always appreciated if volunteers help disassemble 
the clinic. 

 
 
 
A few general rules to follow: 
* Unless childcare is provided, volunteers are not responsible for the children of any guests; they are in 
their parent’s custody. 
* Use the prayer room for private/quite conversations; do not go into closed private rooms. 
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Evangelism Training 
The Cross 
In the upper right hand corner of the guest registration form there is a perpendicular line inside a box. This is the 
clinic’s ichthus, the symbol that helps everyone know at a glance where the guest is spiritually. Use the 
following guidelines to mark the box: 

Option One: If the advocate shares their journey to faith or the gospel message with the guest or the 
advocate observes the guest has heard the gospel message from the stage presentation, 
turn the symbol into a cross. 

 
Option Two: If the guest expresses non-interest or disdain to hear the gospel. Put a large X 

through the box. This will be a sign to other volunteers not to badger our guest. All 
their needs will continue to be met regardless of their openness to hear the Word. We 
are bridge builders and want the guest to feel safe enough to come back in the future. 

 
 
Option Three: If the guest accepts Christ anytime during the day, cross the cross and decorate the box 

with hearts, flowers, and balloons. Make the box stand out. 
 

Finally, as the advocate proceeds through the day assisting their guest to get their needs met, show the 
registration forms to the providers. This allows the provider to know at a glance where the guest is on their spiritual 
journey. It also allows the providers to celebrate with the guest if they have accepted Christ at the clinic! 
 
Many people have never shared their faith with someone else. It is often helpful for people to follow a step-by-step 
guide to sharing their faith; we are including Romans 6:23 and “The Bridge” guide and we hope you find them helpful. 
You may use any method you are comfortable with to share your faith, this is just one way. 

�
Romans 6:23 
The following verse is a good starting point to share your faith. The following pages explain the process of using 
Romans 6:23 in conjunction with the bridge illustration. 
 
First read Romans 6:23 
For the wages of sin is death, but the gift of God is eternal life through Christ Jesus our Lord. Romans 6:23 
�
Next share with the guest: 
I don’t know where you are on your spiritual journey but we all start on the opposite side from God with no way to get 
to Him because of our sin. 
�
It is often easier to have a central focal point with the person you are sharing with. This way you are not holding eye 
contact for a long period of time. Focusing on the paper and writing will help keep the process going.  
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Look at the verse together, and then begin by asking questions: 
Circle the word wages and ask what the definition of wages is. Some answers may be earnings or a pay check.  
Circle the word sin, and ask what the definition of sin is. Some answers may be the bad stuff we do, wrong, or evil. 
Finally, circle the word death and ask what death is. Some answers may be the end, life is over, or judgment. 
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�
You may want to emphasize the dreariness of the first part of this verse. Because of our actions, we deserve death. Now 
put a box around the word BUT. Emphasize the importance of this conjunction. The word BUT shifts the sentence 
from the dark, difficult and depressing to the hopeful and life giving. 
 
Go through the verse again. BUT the gift of God is eternal life through Christ Jesus our Lord. That is the only way-
through Jesus Christ-that we can get across to God. Jesus death on the cross made a bridge for us to walk across to 
God. We no longer have death and separation, but eternal life. 
�
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Next place a box around the word gift and ask the definition of a gift. Answers may be a present, something you always 
wanted, or a surprise. 
Place a box around Eternal Life and ask what eternal life is. Answers may be living forever, never dying, or Heaven. 
Finally place a box around the word Through. This is an action word – This is the only way. 
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The following questions are very important. They help clarify your guest’s understanding of the gospel message. It also 
closes the loop – it gives your guest an opportunity to respond to the gospel message. Many people hear the word but 
then are never asked to take the next step. Ask the guest these questions: 
 
Does this make sense to you? 
 
Where do you see yourself in this picture? 
 
So what is keeping you from walking across and accepting the life and forgiveness God has to offer you? 
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The Bridge 
It may be helpful to give the guest a visual illustration of this message. 
 
There is a separation between us and God, and if we use our powers to bridge the gap it will only lead to death. 
 

 
 
 

But if we allow Christ into our lives,  
                                            He becomes the bridge and death no longer has power—we will then have eternal life. 

�
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Gatekeeper Appointment Grid 
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Sample Agenda for Clinic Planning Meeting 
 

I. Welcome the group. 

II.  Allow everyone to introduce themselves and share why they have come to the meeting. 

III.  Discuss the clinic concept and how your church plans to implement it. 

IV. Give each participant a copy of the three month plan. 

V. Go over each role. Share before you review the roles the idea of finding a coordinator for 

each area. This is a chance to cast a vision and allow people to sign up for what they are 

passionate about doing. 

a. Clinic Coordinator 

b. Dental Coordinator 

c. Food and Clothes Coordinator 

d. Gatekeeper 

e. Meal Coordinator 

f. Medical Coordinator 

g. Optical Coordinator 

h. Outreach Coordinator 

i. Prayer Coordinator 

j. Publicity Coordinator 

k. Registration Coordinator 

l. Spa Coordinator 

m. Stage Presentation Coordinator 

n. Volunteer Coordinator. 

Note: The list of coordinators and brief descriptions of each role can be found in Section 2: How to Host 

a Clinic. 
 

VI. Answer Questions 

VII.  Schedule Next meeting: 2 weeks away 

VIII.  Prayer 

 

Note: We recommend keeping all meetings to 1 hour in length. This helps volunteers feel respected and 

keeps them energized. 
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