


GHBC Blood Drive Summary Outline
April 29, 2026
24 Weeks (6 months) before Blood Drive 
1) [bookmark: _Hlk198133181]Identify point persons from Inova and GHBC 
2)  Work with GHBC Executive Assistant to the Executive Director and Inova Coordinator to schedule a date for the Blood Drive in the Auditorium (April 29, 2026) 
3)  Schedule time in Rotunda for Donor Registration Events (April 6,7,8)
Twelve Weeks (3 months) before Blood Drive
[bookmark: _Hlk198133850]1) Identify Donation Day Coordinators 
2)  Identify Publicity and Communications Coordinator 
3)  Identify Registration Coordinators 
4) Contact Inova Coordinator to obtain QR code for Blood Drive registration 
5) Obtain Certificate of Insurance from Inova for GHBC to be filed with Executive Director 
7) Update Resident Council, Executive Director and Associate Executive Director regarding the Blood Drive 
Eight Weeks (2 months) before Blood Drive
1)  Announce Blood Drive at monthly Community Meeting on March 9 
2)  Sign up Health Committee Members as Volunteers on March 6 (Health Committee Volunteer Sheet) 
3)  Obtain access to Inova Donor Registration Database

4)  Communicate with Inova Donor Liaison to produce two publicity signs with QR code for Registration Event and Donation Day.


Six Weeks before Blood Drive
[bookmark: _Hlk198631323]1)  Assign Publicity tasks to Health Committee volunteers 
2) Submit first Article for West Winds on Mar 20 for Mar 30 publication
Five Weeks before Blood Drive
[bookmark: _Hlk198641469]1)  Promote Blood Drive to Team members through GHBC Executive Director 
a. Have Executive Director send email to Team Members 
b. Post Registration Event fliers in Team Member break rooms 
c. Make presentations at Department Meetings. Dining and Healthcare were responsive, so may have to be more aggressive in doing more presentations at other Department Meetings

2) Promote blood drive registration to residents
a. Put up Registration Event flier in Resident Mail Room 
b. [bookmark: _Hlk219534276]Post Registration Event Flier on Internal TV Network 
c. Put up fliers in elevator lobbies 2 days before Registration Event 

3) Prepare for Lunch and Dinner Registration Events on April 6,7,8
a. Hold registration on Monday, Tuesday, Wednesday
b. Hours of registration: Lunch 11:30 am to 1 pm, Dinner 5:30 – 7 pm
c. Identify staffing for the Registration table (6 volunteers needed per day) 
d. Procure 2 laptops or tablets for the registration table 
e. Prepare Registration Form to obtain donor information. Use this form to also register Wait-List Donors 
i. Name
ii. Preferred phone number
iii. Email address
iv. Team Member location, if applicable
v. Relationship of donor to residence, if applicable

f. Collect materials for registration table 
i. Registration flier 
ii. Blood Donor Criteria 
iii. FDA Medication Deferral List 
iv. Blood donation checklist 
v. Blood Donor Eligibility Information 
vi. Facts About Donation of Blood 
vii. Donor Contact information
g.  Communicate Rotunda set-up for Registration Events with Environmental Services: In 2025 requested 2 long  tables and 8 chairs. 

4) Donation Day Preparations 
a. Contact GHBC Security to reserve parking spaces on the day of the Blood Drive for the Inova team from 8 AM-5 PM; In2025 needed 8 parking spots for cars, one for the truck
b. Solicit resident volunteers (6-8 volunteers) for the day of donation to staff check-in table, serve as greeters and follow-up after donation with Inova gifts.
c. Communicate Auditorium set-up for Donation Day with Environmental Services: In 2025 requested 8 tables, 25 chairs in the Auditorium, 4 tables and 7 chairs in the Auditorium lobby
Three to Four  Weeks before Blood Drive
1)  Registration Event on April 6,7,8 
a. Volunteers encouraged to register potential donors into the Inova donation day schedule using the laptops/tablets while the donor is at the table. If the individual has donated with Inova before, Inova will send them a thank you and a reminder.
b. Try to sign up as many potential donors from the residents and team members as possible. Frequently a direct ask is the most productive. Having too many potential donors is never a problem!
c. May need to explain “Double Red Cells” donation. If the individual fulfills criteria for height, weight according to sex and hemoglobin level. Those who fulfill the criteria and volunteer will be hooked up to a special machine, a cell separator which harvests the red blood cells, allowing the individual’s plasma to be returned to them. The process takes about one hour after the needle is placed.
2)	Submit second article for West Winds on April 10 for April 20 publication
3) Ask Inova coordinator to bring 6 computer tablets as 3 are not enough for Health History on the day of donation. Also request stylus pens for residents to enter information into the tablet. 
4) Ask Inova coordinator to bring “I donated blood today” stickers and donation gifts to be given to those residents who donated blood 
Two weeks before Blood Drive
1) Prepare and distribute the completed Pink Donor  and Waitlist Donor Packets. Slide them under the resident’s apartment door as putting them into the front desk box is not timely for some residents. For team members, give them directly to the member or to their supervisor. 
One Week before Blood Drive
1) Confirm room set-ups for the Auditorium and the ante room with          Environmental Services Manager 
2) Confirm with GHBC Security to reserve 8 parking spaces for cars and one spot for the Inova supply truck from 8 AM to 5:30 PM 
3) Be prepared to revise the Inova schedule as potential donors learn that they cannot donate, using the waitlist as needed to fill all the slots 
4) Post the Donation Day Flier in elevator lobbies two days before Blood Drive 
5) Post Donation Day Flier on Internal TV Network 





One day before Blood Drive
1) Finalize the donor list and schedule 
2) Print out 4 copies of the donor list and schedule. Denote preferred phone number (landline or cell phone) by writing on the final list and schedule.
3) Print out 2 copies of the Wait list with preferred phone number for contacting them on the day of the blood drive. 

Blood Drive Donation Day!
1) Go to the Auditorium about 8:15 AM to be sure the outside door is unlocked and there are weights or ways to keep the doors open while the Inova truck unloads and then reloads at the end of the day. 
2) Check to be sure the requested number of tables and chairs are in the auditorium and in the ante room 
3) Be in the Auditorium when the Inova team arrives. Tell them where the restrooms and Bistro are for lunch which they purchase on their own.
4) Greet the volunteer residents who check IDs and help with starting the Health History. Review volunteer tasks and responsibilities listed below.
5)  If the blood donor cannot do the Health History by themselves, at their scheduled appointment time then have them go into the Auditorium to wait for the Inova team to perform the Health History screen. If the donor is comfortable submitting their Health History on a tablet or their cell phone or tablet, they can do so and then take the resulting QR code into the Auditorium at their scheduled appointment time to await the Inova screener. If the Health History is completed on an Inova tablet and if the donor has a cell phone, they are comfortable using, have them take a picture of the resultant QR code to take into the screener. This would allow the tablet to be used by another person.
6) Remind the volunteer residents at the desk to note on the donor list if a donor is deferred from donating and why, if the deferred donor is willing to share, do not pressure anyone for a reason. Then the volunteer resident should call an individual on the Wait List to come to the Auditorium to donate.
7) If a resident or team member just walks up to donate, write their name, contact information and how they are related to GHBC on the bottom of the donor list and have them register and start the Health History before going into the Auditorium for the Inova screener. If the walk-in is a team member, ask if they have any time constraints. If they do, ask the resident donors waiting to be screened if the team member could go before them.
8) After the individual has donated, be sure they stop at the refreshment table to get a beverage from the cooler or table and a snack or two.
9) Check to be sure the donor feels well before they leave the auditorium. If they do not feel well, ask one of the Inova staff to come over to evaluate the person.
10) When the donor or deferred donor leaves the auditorium, make sure they stop at the gift table to take the gift, and the donors get a “I donated” sticker and a BIG Thank You from the volunteer at the desk.
11) Hang around to know when Inova has packed up and gone so that the Environmental team can be notified to take down the tables and chairs and the outside door is closed and locked.

Post Blood Drive Tasks
1) Write a short note thanking the volunteers and donors. Include the number of units donated, possibly including the number of units donated in prior years.
2) Submit an article for the Goodwin Living Facebook page, including a few photos of donors with their consent.




2025 Blood Drive Key Contacts:
1) Team leads: Ron Karpick, x7499, lungone@msn.com
                    
2) Publicity and Promotion Coordinator:
3) Registration Day Event Coordinator:
4)  Donation Day Coordinator: 
5) Health Committee volunteer’s coordinator: 
6) Team member coordinator: 
7) Coordinator for parking, security: 
8) Communication: 
9) Room and scheduling: 
10) Environmental Services, Room setup and takedown: 
11) Inova Blood Donation coordinator: 
12) Inova Blood Drive donor liaison: 
13) Executive Director: 
14)   Associate Executive Director: 
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