 Suitcase Clinic Planning Committee Position Descriptions (Updated 2009)

General Responsibilities of all PC members:

· Attendance at PC meetings and semester retreat

· Stay informed about Suitcase events

· Follow through on goals set at retreat

· Ensure you are transitioned to the extent you feel comfortable performing the duties of the position before the previous officer leaves

· Get to know new volunteers and staff

· Fulfilling duty specific responsibilities

· Casework/Train new volunteers

· Train new staff members

· Recruit new PC members as needed

· Help with PR activities

· Help with any Suitcase Clinic project that requires participation

************************************************************************

Non-Clinic Specific Positions

Administrative Coordinators 
Position Requirements:

· Suitcase Clinic member and active volunteer for at least one year and have held an officer position or have attended PC regularly
· Elected to position by active Suitcase Clinic volunteers

· Willingness and commitment to serve for one and a half years as Administrative Coordinator A, B, and C as staff and board member

· Transition new Admin into position

Administrative Coordinator A (Board Co-Chair)

 Duty-Specific Responsibilities:

· Previously have served as Admin B and C

· Write grants and organize raising funds

· Ensure that all Suitcase events and activities are communicated clearly throughout the organization

· Run Planning Committee Meetings

· Serve as Co-Chair on EC

· Serve as Chair on Class Committee

· Work with JMP staff representative

· Help organize social events

· Attend community meetings relevant to Clinic mission

· Help coordinate advocacy and social change activities of SHARE and the rest of clinic

· Help plan biannual retreats

· Help coordinate class activities

· Help plan group projects

· Make presentations to class at election time to explain PC positions

· Attend Cal Corps retreat and coordinator meetings

· Completion of midyear and end-of-year evaluations for Cal Corps and ASUC

Administrative Coordinator B (Board Co-Chair)

Duty-Specific Responsibilities:

· Previously have served as Admin C

· Write grants and organize raising funds

· Ensure that all Suitcase events and activities are communicated clearly throughout the organization

· Run Planning Committee Meetings

· Serve as Co-Chair of EC

· Serve as a member of the Finance Committee

· Serve as a liaison between service volunteer staff and administrative staff

· Help with project planning and budgeting for service projects

· Help coordinate work of clinic coordinators and service coordinators

· Help plan biannual retreats

· Work as a liaison with the optometry clinic

· Work as a liaison with the medical division

· Attend Cal Corps retreat and coordinator meetings

· Completion of midyear and end-of-year evaluations for Cal Corps and ASUC

· Advice Administrative Coordinator C 

Administrative Coordinator C (Board Treasurer)

Duty-Specific Responsibilities:

· Serve as Treasurer of the Executive Committee

· Serve as the Chair of the Finance Committee

· Serve as liaison with EC nonprofit financial management advisor

· Guide Clinic staff through the budgeting process according to the Calendar of Activities

· Maintain financial records of Clinic including a record of in-kind donations

· Produce financial statements for Clinic membership and EC

· Help plan biannual retreats for Clinic staff

· Supervise fundraising and grant writing staff

· Supervise other administrative staff – secretary, evaluation staff

· Handle all reimbursements

· Help complete grants for Cal Corps and ASUC funding in conjunction with the fundraiser/grant writer

· Update funding sources such as Cal Corps and Pearle Vision on the financial status of the clinic

· Attend Cal Corps retreat and coordinator meetings

· Meet with Cal Corps advisor once a month and plan their site visit once per semester

· Completion of midyear and end-of-year evaluations for Cal Corps and ASUC

· Registration of Suitcase Clinic with Student Activities and Services every semester with 4 people

· Represent Suitcase Clinic at Cal Corps grant interviews

Wellness Coordinator A
Position Requirements:

· Suitcase Clinic member and active volunteer for at least one semester prior 

· Remain in position for a two semester commitment. 

· Attend all Planning Committee Meetings and Retreats.

Duty-Specific Responsibilities: 

· Coordinate with different campus groups to provide creative workshops for clients

· Coordinate with the Women’s Clinic Small Group UGSI to help put on end of the semester exhibits, displaying works by clients

· Update Women’s Clinic Coordinators about the exhibit, and try to involve all Youth Clinic volunteers to help elicit client expression

· Keep in mind that Wellness Initiative is supposed to be the arm of Suitcase Clinic that directly empowers clients by invoking creative expression

· Collaborate with Wellness Small Group of HMS 98/198 to expand the Wellness Initiative

· Write grants to help fund Wellness projects

Wellness Coordinator B
Position Requirements:

· Suitcase Clinic member and active volunteer for at least one semester prior 

· Remain in position for a two semester commitment.

· Attend all Planning Committee Meetings and Retreats.

Duty-Specific Responsibilities: 

· Coordinate with different campus groups to provide creative workshops for clients

· Coordinate with the Youth Clinic Small Group UGSI to help put on end of the semester exhibits, displaying works by clients

· Update Youth Clinic Coordinators about the exhibit, and try to involve all Youth Clinic volunteers to help elicit client expression

· Keep in mind that Wellness Initiative is supposed to be the arm of Suitcase Clinic that directly empowers clients by invoking creative expression

· Collaborate with Wellness Small Group of HMS 98/198 to expand the Wellness Initiative

· Write grants to help fund Wellness projects
Public Relations/ Campus Liaison Coordinator
Position Requirements:
· Suitcase Clinic member and active volunteer for at least one semester prior;

· Remain in position for a two-semester commitment.

· Attend all Planning Committee Meetings and Retreats.

Duty-Specific Responsibilities:

· Advertise for Health and Medical Sciences 98/198 and Summer Trainings through e-mail, flyers, tabling sessions, and word of mouth;

· Organize table at the Cal Corps community service fair each semester;

· Conduct at least two student volunteer outreach efforts per semester in addition to the Cal Corps community service fair;

· Organize table at Cal Day

· Attend Health and Medical Sciences 98/198 at least three times a semester to publicize/familiarize the students with Public Relations and Fundraising Coordinator position;

· Provide orientation and training for new Public Relations & Fundraising committee members;

· Generate, distribute, and maintain advertisements directed towards students, clients, local businesses, and community members/potential donors;

· Assist the Newsletter Coordinator in the distribution of the Suitcase Clinic newsletter.

· Be the primary contact for all campus groups wanting to get involved in Suitcase Clinic and help provide orientations

· Help publicize different Suitcase Clinic projects or events to the campus community

· Ensure that outside student groups that come to clinic have proper training and understand confidentiality policy, security policy, and a general overview of Suitcase philosophy. Collect signed waivers from each member that comes to clinic. 

Webmaster/Historian
Position Requirements:

· Suitcase Clinic member and volunteer for at least one semester

· Elected by Suitcase Clinic volunteers

· Commitment to stay in a position for a t least a semester

Duty Specific Responsibilities:

· Responsible for maintaining the web page, keeping it up to date with current events and making it accessible for funding raising events

· Responsible for checking email and responding accordingly

· Be the record keeper for the Suitcase Clinic. 

· Maintain an online scrapbook for the year including pictures, fliers, and any other relevant information. 

· Keep a running database of all donors, potential donors, members of the class, and anyone who has ever been associated with Suitcase Clinic.

· Update online Policy Book as needed.

Newsletter Coordinator
Position Requirements:

· Suitcase Clinic member and active volunteer for at least one semester. 

· Elected by active Suitcase Clinic volunteers. 

· Commitment to stay in position for at least a semester

Duty Specific Responsibilities:

· Publish the printed newsletter at least twice per semester

· Solicit articles, pictures, and other information from PC members

· Lay-out and design of newsletter

· Responsible for printing and helping distribute newsletter

· Work with historian to make alumni database and mail out newsletter to the database

· Post the newsletter on the Website (PDF)

· Increase overall distribution

· Send out an electronic newsletter once a month, if possible
Secretary
Position Requirements:

· Suitcase Clinic member and active volunteer for at least one year

· Elected to position by active Suitcase Clinic volunteers

· Willingness and commitment to serve for one year as staff and board member

Duty-Specific Responsibilities:

· Serve as Secretary on the Executive Committee

· Take minutes at all important Suitcase Clinic meetings or ensure someone takes minutes and returns them to the Secretary; maintain records of meeting minutes, including e-mailing minutes to all PC members

· Coordinate Suitcase Clinic membership program

· Assist in publishing and distributing newsletter

· Check Suitcase Clinic phone voice mail daily, pass on messages to appropriate staff members, and answer messages promptly

· Check Suitcase Clinic mail on a regular basis, sort and distribute to the appropriate people

· Maintain Suitcase Clinic office file system and organization

· Coordinate elections for Executive Committee

· Collect applications for elections, and running elections (including making ballots, etc.)

· Communicate information to webmaster to post on website

· Maintain ownership of the Suitcase Clinic list serve
Legal Coordinator (1-  serves all clinics)

Position Requirements:
· Suitcase Clinic member and active volunteer for at least one semester. 

· Elected by active Suitcase Clinic volunteers. 

· Commitment to stay in position for at least two semesters

Duty Specific Requirements:
-serve as a liaison with our Legal staff at the East Bay Community Law Center,

-schedule lawyers from therein to volunteer their services at all three of our three drop-in centers,
-create new volunteer relationships by recruiting additional legal service providers

-maintain a welcoming and conducive work environment
************************************************************************
General Clinic Positions
General Clinic Coordinator(s) (3)

Position Requirements: 

· Suitcase Clinic Officer with one full year of experience. Summer session will only be counted on a case-by-case basis, for only extremely dedicated volunteers. This distinction is up to PC 

· Commitment to stay in position for entire term of three semesters 

Duty Specific Responsibilities: 

· Help train new staff and volunteers 

· Help train new Clinic Coordinator C 

· Authorized to ban clients for bad behavior 

· In charge of de-escalations and have final word on consequences of clients’ behavior 

· Maintain the logbook and facilitate de-briefing at the end of the night 

· Recruitment of service providers 

· Contact each service provider to confirm their attendance at clinic 

· Replace a clinic coordinator if unavailable on a given night, or find a suitable replacement 

· Inform clients of services on given night. Update the clinic voicemail and webpage with the services offered each night 

· Run in-take for services and inform them of the approximate waiting time 

· Oversee set up and clean up 

· Direct caseworkers to services and assigning them clients 

· Ensure effective transition of clients to each service division 

· Ensure communication between staff working at clinic on a given night 

· Authorized to write shelter permission notes on behalf of clients 

· Maintain sign up table and file cabinet 

· Take inventory of clinic supplies and replenish supplies when necessary 

· Advocate for needs and concerns of clients  

· Responsible for letters of appreciation 

General Clinic Coordinator A 

· Do medical intake 

· Help coordinate triage with JMP students 

· Fill medication prescriptions and fill out med-log sheet for JMP students 

· Run medical service

· If necessary, coordinate pharmacy students, who may work with the medical students 

General Clinic Coordinator B 

· Do Opto intake and split the downstairs services intake with GCC C 

· Assign lottery to opto clients 

· Get names of Youth and Women’s clients for Opto on Monday and forward to the Opto student coordinator 

· Make sure clients go up to the opto service as the appropriate time

· Coordinate with CoCA with regards to receiving glasses with outside program (LensCrafters/Sears) 

· Coordinate with Opto philanthropy chair/student coord to see that the correct number of appointments are available 

· Keep updated on the dates optometry will be available  

General Clinic Coordinator C 

· Do intake for Chiro/OMM and split the downstairs services intake with GCC B 

· Call Chiropractor and OMM students and verify their schedule at clinic. This should be done by the Monday before clinic 

· Set up the Chiro service with table, chair, paper towels, hand sanitizer 

· Make sure all Chiro patients have appropriate paper-work

· Make sure OMM runs on time so that clients are seen before 9 PM 

Continuity of Care Advocate (COCA) (3)
Position Requirements:

· Suitcase Clinic member and active volunteer for at least one semester

· Elected by active Suitcase Clinic volunteers 

· Commitment to stay in position for 1.5 years 

Responsibilities

At Suitcase Clinic and TLC (Berkeley Primary Care)

· Train new CoCA upon leaving

· Serve as a liaison between Lifelong and Suitcase Clinic

· Educate Suitcase members about important resources to refer clients to, insurance requirements, and other outside services that caseworkers can suggest to clients

· Refer clients during Medical intake before Suitcase Clinic

· Work with Health Ed to issue referrals to community resources dealing in mental, sexual, dental, alternative, and general health

· Work with medical students to continue client’s care after SC medical visit

· Engage in health education and promotion with clients 

· Assist clients in becoming knowledgeable about and applying for health insurance benefits

· Accompany clients to TLC Wednesday and Thursday evenings

· Register client at TLC

· Take client’s vital signs and medical history

· Shadow doctor during visit

Outside Clinic Time

· Keep up communication between TLC and Suitcase

· Maintain communication with medical students and JMP faculty advisor  (semesterly meetings or as needed) 

· Maintain website of community referrals

· Keep referrals current

· Add new referrals

· Make sure CoCA binder has all necessary information each week before clinic

The Continuity of Care Advocacy (CoCA) division of the Suitcase Clinic was created in January 2001 in response to frustrations voiced by students, providers, and clients surrounding the lack of continuity in health care for the uninsured and the numerous barriers that people without health insurance face when seeking medical services.  During the 2001-2002 year, COCAs established a relationship with LifeLong Medical Care, a local community health center, in order to improve the care of Suitcase Clinic clients who cannot be fully treated due to medical limitations of the Suitcase Clinic. The COCA position is ideal for anyone who is interested in health advocacy work, breaking down barriers to health care for the uninsured, and establishing close relationships with homeless and uninsured clients seeking medical services.

Health Education and Donation Coordinator (2)
Position Requirements:

· Suitcase Clinic member and active volunteer for at least one semester

· Elected by active Suitcase Clinic volunteers 

· Willingness to recruit and train new coordinator(s) upon leaving position

Duty-Specific Responsibilities:

· Maintain, expand and ensure accessibility of health education materials.

· Organize health education seminars and classes for clients

· Purchase and distribute health education supplies within budget set at beginning of the semester

· Keep Health Ed storage area organized

· Get donations from companies for health ed supplies

· Provide and be knowledgeable about appropriate health care referrals

· Create and encourage completion of client evaluation forms when need arises.

· Maintain stock (i.e. through purchase, supply drives, etc.), organize, store and ensure fair distribution of hygiene supplies, food and clothing.

Dental Coordinator (2)
Position Requirements:

    * Suitcase Clinic member and active volunteer for at least one semester prior;

    * Remain in position for a two-semester commitment.

Duty-Specific Responsibilities:

    * Manage and coordinate the scheduling and intake of patients;

    * Organize and schedule the rotation for participating dentists;

    * Recruit and credential service providers;

    * Advertise dental services so that both volunteers and clients are aware of the services;

    * Maintain patient records in accord with patient privacy policies;

    * Make clients feel comfortable with dental treatments by acting as an ally;

    * Provide referrals for procedures the clinic is incapable of performing;

    * Give each patient oral hygiene instruction with recall treatment and first exam;

    * Maintain an adequate amount of forms, and hygiene supplies.

SHARE Facilitator (1)

Position Requirements:
· Suitcase Clinic member and active volunteer for at least one semester prior;

· Remain in position for a three semester commitment.

Duty-Specific Responsibilities:

· Attend all SHARE meetings

· Advertise meetings with a banner downstairs, flyers, announcements, emails, etc.;

· Update Clinic Coordinators about current discussion topics and projects;

· Facilitate meetings (introductions, ground rules, announcements, and closing);

· Attend all PC Meetings and Retreats 

· Invite community members to come and speak at SHARE or give trainings/workshops;

· Bring nutritious food and drinks to meetings;

· Set up circle of chairs (adult, not child size) and write the agenda on the board;

· Greet people as they enter the room, possibly write down their names;

· At the end of each meeting, talk with clients to choose the topic for the next meeting; 

· Get in touch with old SHARE coordinators and read Robert Ratner’s thesis to get back to the roots of SHARE.

· Work cooperatively with the other two SHARE coordinators in order to run SHARE as a cohesive unit

· Exchange ideas, get clients involved in the projects

· Keep in mind that SHARE is supposed to be the arm of the Suitcase Clinic working on ending homelessness;

· Maintain a “What would you like changed in your community” suggestion box to be kept downstairs in clinic


· Caseworkers and clients can write their suggestions

· Each week, bring the new suggestions to SHARE so the group can brainstorm solutions and the advocacy coordinator can begin project

SHARE Partnerships Coordinator (1)
Position Requirements:
· Suitcase Clinic member and active volunteer for at least one semester prior;

· Remain in position for a three semester commitment.

Duty-Specific Responsibilities:

· Attend all SHARE meetings;

· Attend all PC Meetings and Retreats;

· Take notes at SHARE meetings and other community meetings.

· Keep these notes in the SHARE binder

· Follow up on problems or issues brought up at meetings by doing research;

· Support “client” involvement in the Suitcase Clinic through trainings and evaluations;

· Foster relationships with local governmental offices, non-profit organizations, and professors who can then work with SHARE on advocacy projects and keep SHARE updated on community happenings

· Serve as liaison with community organizations by attending relevant community meetings (ie. Berkeley Homeless Comission, events at the Mayor’s office);

· Report back to the SHARE group about the happenings at these meetings

· Empower clients by getting them to attend important community meetings, 

· Invite community members to come and speak at SHARE or give trainings/workshops;

· Greet people as they enter the room, possibly write down their names;

· Get in touch with old SHARE coordinators and read Robert Ratner’s thesis to get back to the roots of SHARE.

· Work to make SHARE’s activism known to the suitcase clinic community and the greater Berkeley community

· Work cooperatively with the other two SHARE coordinators in order to run SHARE as a cohesive unit

· Be sure the other coordinators know about the activities of local organizations

· Keep an eye out for opportunities for activism in the community

SHARE Advocacy Coordinator (1)
Position Requirements:
· Suitcase Clinic member and active volunteer for at least one semester prior;

· Remain in position for a three semester commitment.

Duty-Specific Responsibilities:

· Attend all weekly SHARE meetings;

· Attend all PC Meetings and Retreats 

· Organize two projects each semester (one short-term and one long-term); 

· Advocacy projects should fall under one of three categories:

· Educating and empowering our clients by giving them a voice in our community

· Advocating for our clients by working with the government and local organizations to meet our clients’ needs (ie. Umbrella project, Lockers project)

· Educating the University and Berkeley communities about the local homeless population.

· Report back to the SHARE group each week by giving updates on the progress of projects

· Incorporate client and student ideas into projects

· Take ideas from the suggestion box and make them happen

· Act as a project manager for all advocacy projects

· Delegate responsibilities to willing class members, volunteers

· Arrange dates, times, and venues for advocacy projects to happen

· Contact necessary organizations, political offices or professors (with the aid of the partnership coordinator)

· Keep other Planning Committee members and volunteers informed of various events;

· Facilitate a final semester meeting to discuss the successes and failures of each project, and the improvements that can be made for future semesters. 

· Keep these notes along with all other SHARE meeting notes in the SHARE binder.

· Work cooperatively with the other two SHARE coordinators in order to run SHARE as a cohesive unit

· Use their resources and ideas to make the projects align with our client’s requests

· Invite community members to come and speak at SHARE or give trainings/workshops;

· Greet people as they enter the room, possibly write down their names;

· Get in touch with old SHARE coordinators and read Robert Ratner’s thesis to get back to the roots of SHARE.

Volunteer Coordinator (2)
Requirements:

· Suitcase Clinic member and active volunteer for at least one semester prior;

· Remain in position for a three semester commitment.

Goal: To increase happiness and therefore retention of volunteers by

· Lessen the burden of PC members

· Provide recognition and thanks to PC members and Caseworkers who worked hard

· Facilitate caseworker integration and involvement   

Duties

A. General Duties

· Attending PC meetings, retreat, elections, etc.

· Helping out other divisions with important tasks (i.e. the run, SHARE dinners, blanket-drive, summer training, tabling, etc.)

B. Suggested Volunteer Coordinator Duties

· Serve as liaison between clinic coords and volunteers

· At least one volunteer coordinator must be at each clinic for the full evening to check-in, take roll, & lead debriefing

· Keep a volunteer contact list and database. Ensure that all volunteers remain informed about Suitcase information

· Icebreakers/ conversation topics at the beginning of the clinic evening

· Ask at PC meetings who will be able to provide rides home to caseworkers after clinic

· Keeping roll of general clinic caseworkers and keeping in touch with class coordinators re: class caseworking attendance

· Volunteer of the month/ semester/ year & other recognition ideas

· Keep in touch with webmaster to put announcements on website (i.e. volunteer of the month)

· E-mail class & PC volunteer of the month, etc. announcements

· Send emails of thanks and appreciation to students in charge of important events such as Run, Retreat, etc…

· Attending Dr. Ratner’s class on Small Group Process (Wednesdays 5-7PM, 2 units P/NP)

· Help recruit students for ALL PC positions

· Working with historian to get good clinic & service provider pictures for appreciation dinner

Haircutting Coordinator  (2)
Position Requirements:

· Knowledge of haircutting is encouraged (such as sterilization of tools, use of gloves, and performing simple haircuts), but not mandatory.

· Suitcase Clinic member and active volunteer for at least one semester prior.

· Remain in position for a one-semester commitment

· Attend all PC meeting and retreat

Duty-Specific Responsibilities:

· Obtain contact information of the haircutting service providers and call them before each clinic session to make sure they will be present.

· Keep track of the sequence/order in which clients signed up by checking off who has received services.

· Make sure no client “cuts” in to get his/her service before any other client who is waiting.

· Maintain stock of haircutting and sterilization supplies

· Get donations from companies for supplies

· Always prepare for the next client who is up in order to facilitate efficient transitions from one client to the other.

· Set up all necessary equipment on the “haircutting table” for service providers; this includes stools and the two organizer tubs that contain all the tools.

· At the end of clinic, clean up and put away all equipment and sweep floor for hair.

· Get to know all the volunteers and clients.

Footwashing Coordinator (2)
Position Requirements:

· Suitcase Clinic member and active volunteer for at least one semester. 

· Elected by active Suitcase Clinic volunteers. 

· Commitment to stay in position for two semesters

Duty Specific Requirements:
-Provide gentle podiatric care to clients

-  Keep track of the sequence/order in which clients signed up by checking off who has received services.
-Maintain stock of footwashing supplies and socks

-Develop appropriate sock procedure according to level of supply

-Recruit and train new volunteers to footwash

-Sanitize all equipment according to protocol

-Washes client's socks and towels used in the service each week

Client Advocates for Resources and Employment (CARE) (1)
Position Requirements:

· Suitcase Clinic member and active volunteer for at least one semester. 

· Elected by active Suitcase Clinic volunteers. 

· Commitment to stay in position for two semesters
Duty-Specific Responsibilities: 
    * Coordinate with social worker if present at clinic;

    * Organize informational seminars and speakers for clients on subjects such as housing (ex. Eden I&R presentation), employment and interview strategies and skills, or any other relevant topics;

    * Offer current job listings (Oakland Chronicle, Craigslist, CalJobs, East Bay Express, etc), current housing listings (Craigslist, Eden I&R, EB Express, etc.), current listings on sources of free meals, and advertise free community and entertainment events when informed (Berkeley Information Network resources);

    * Provide a personal reference for housing and employment applications;

    * Help clients compose resumes using stock templates and complete job and housing applications (including grammatical editing and content suggestions);

    * Provide hard copies of current UCB Career Center tips to clients;

    * Coordinate supply drives to obtain business appropriate clothing for clients or include requests in other clinic drives;

    * Contact government agencies to offer application programs for food stamps, subsidized transportation, subsidized housing, and initial social security forms;

    * Coordinate with East Bay Community Law Center for special social-security-help slots at Homeless Action Center;

    * Offer informed referrals for all non-health related needs—including housing, shelter, food, employment, job training, showers, etc.— from current Big Blue Book (re-order at the end of every Fall semester for at least one clinic);

    * Maintain a binder of current community referrals or organizing lists to supplement the Big Blue Book.

************************************************************************

Women’s Clinic Positions

Women’s Clinic Coordinator (3)

Position Requirements:

    * Two semesters as a Suitcase Clinic member and active volunteer;

    * Remain in position for a three semester commitment.

Duty-Specific Responsibilities:

    * Recruit and train new staff, volunteers, and service providers;

    * Experienced Coordinators help train and integrate new Coordinators;

    * Sign-up clients for services and inform them of services on a given night and their approximate waiting time;

    * Oversee set up and clean up;

    * Assign volunteers to student run services;

    * Direct clients to proper services

    * Ensure communication between staff working at the shelter on a given night;

    * Write shelter permission notes on behalf of clients;

    * Facilitate the debriefing at the end of the night;

    * Maintain cabinet;

    * Update the email list and send email reminders and announcements;

    * Sign up optometry appointments on a first come first serve basis, and arrange for an escort to walk the client to her appointment;

    * Take an inventory of supplies and replenish them when necessary;

    * Arrange and confirm service provider schedule;

    * Responsible for letters of appreciation for service providers;

    * Solicit hygiene supplies from community members.

Children’s Coordinator (2)
Position Requirements:

· Suitcase Clinic member and active volunteer for at least one semester. 

· Elected by active Suitcase Clinic volunteers. 

· Commitment to stay in position for at least a semester

Duty Specific Responsibilities:

· Organize appropriate, fun, and educational activities for children 

· Contact companies or community members for supply donations

· Collect more non-board games for the kids, such as crossword puzzles and mazes

· Collect toys and books to give out as rewards

· Explore activities for middle school and high school aged kids

· Inform kids' mothers about the possibility of free services such as dental check ups and cleanings for their children, available through the Coca.
Women’s COCA (2)
Position Requirements:

· Suitcase Clinic member and active volunteer for at least one semester

· Elected by active Suitcase Clinic volunteers 

· Commitment to stay in position for 1.5 years 

Responsibilities

At Suitcase Clinic and TLC (Berkeley Primary Care)

· Train new CoCA upon leaving

· Serve as a liaison between Lifelong and Suitcase Clinic

· Educate Suitcase members about important resources to refer clients to, insurance requirements, and other outside services that caseworkers can suggest to clients

· Refer clients during Medical intake before Suitcase Clinic

· Work with Health Ed to issue referrals to community resources dealing in mental, sexual, dental, alternative, and general health

· Work with medical students to continue client’s care after SC medical visit

· Engage in health education and promotion with clients 

· Assist clients in becoming knowledgeable about and applying for health insurance benefits

· Accompany clients to TLC Wednesday and Thursday evenings

· Register client at TLC

· Take client’s vital signs and medical history

· Shadow doctor during visit

Outside Clinic Time

· Keep up communication between TLC and Suitcase

· Maintain communication with medical students and JMP faculty advisor  (semesterly meetings or as needed) 

· Maintain website of community referrals

· Keep referrals current

· Add new referrals

· Make sure CoCA binder has all necessary information each week before clinic

The Continuity of Care Advocacy (CoCA) division of the Suitcase Clinic was created in January 2001 in response to frustrations voiced by students, providers, and clients surrounding the lack of continuity in health care for the uninsured and the numerous barriers that people without health insurance face when seeking medical services.  During the 2001-2002 year, COCAs established a relationship with LifeLong Medical Care, a local community health center, in order to improve the care of Suitcase Clinic clients who cannot be fully treated due to medical limitations of the Suitcase Clinic. The COCA position is ideal for anyone who is interested in health advocacy work, breaking down barriers to health care for the uninsured, and establishing close relationships with homeless and uninsured clients seeking medical services.
Women’s Health Education and Donation Coordinator (2)

Position Requirements:
· Suitcase Clinic member and active volunteer for at least one semester

· Elected by active Suitcase Clinic volunteers 

· Willingness to recruit and train new coordinator(s) upon leaving position

Duty-Specific Responsibilities:

· Maintain, expand and ensure accessibility of health education materials.

· Organize health education seminars and classes for clients

· Purchase and distribute health education supplies within budget set at beginning of the semester

· Keep Health Ed storage area organized

· Get donations from companies for health ed supplies

· Provide and be knowledgeable about appropriate health care referrals

· Create and encourage completion of client evaluation forms when need arises.

· Maintain stock (i.e. through purchase, supply drives, etc.), organize, store and ensure fair distribution of hygiene supplies, food and clothing.

Youth Clinic Specific Positions

Youth Clinic Coordinators

Position Requirements:

    * Suitcase Clinic member and active volunteer for at least one semester prior;

    * Remain in position for a three semester commitment.

Duty-Specific Responsibilities:

    * Help train new staff and volunteers;

    * Facilitate debriefing at the end of the night;

    * Recruit service providers;

    * Replace a Clinic Coordinator if they are unavailable on a given night;

    * Coordinate optometry lottery system;

    * Inform clients of services available on given night;

    * Sign-up clients for services and inform them of the approximate waiting time;

    * Contact each service provider to confirm their attendance at the drop-in center;

    * Oversee set up and clean up;

    * Direct caseworkers to services and assigning them clients;

    * Ensure effective transition of clients to each service division;

    * Ensure communication between staff working at clinic on a given night;

    * Authorized to write shelter permission notes on behalf of clients;

    * Maintain sign-up table and filing cabinet;

    * Take inventory of clinic supplies and replenish supplies when necessary;

    * Advocate for needs, concerns of clients because deal with largest group of clients of any staff member on a given night;

    * Responsible for letters of appreciation.
Youth COCA (2)
Position Requirements:

· Suitcase Clinic member and active volunteer for at least one semester

· Elected by active Suitcase Clinic volunteers 

· Commitment to stay in position for 1.5 years 

Responsibilities

At Suitcase Clinic and TLC (Berkeley Primary Care)

· Train new CoCA upon leaving

· Serve as a liaison between Lifelong and Suitcase Clinic

· Educate Suitcase members about important resources to refer clients to, insurance requirements, and other outside services that caseworkers can suggest to clients

· Refer clients during Medical intake before Suitcase Clinic

· Work with Health Ed to issue referrals to community resources dealing in mental, sexual, dental, alternative, and general health

· Work with medical students to continue client’s care after SC medical visit

· Engage in health education and promotion with clients 

· Assist clients in becoming knowledgeable about and applying for health insurance benefits

· Accompany clients to TLC Wednesday and Thursday evenings

· Register client at TLC

· Take client’s vital signs and medical history

· Shadow doctor during visit

Outside Clinic Time

· Keep up communication between TLC and Suitcase

· Maintain communication with medical students and JMP faculty advisor  (semesterly meetings or as needed) 

· Maintain website of community referrals

· Keep referrals current

· Add new referrals

· Make sure CoCA binder has all necessary information each week before clinic

The Continuity of Care Advocacy (CoCA) division of the Suitcase Clinic was created in January 2001 in response to frustrations voiced by students, providers, and clients surrounding the lack of continuity in health care for the uninsured and the numerous barriers that people without health insurance face when seeking medical services.  During the 2001-2002 year, COCAs established a relationship with LifeLong Medical Care, a local community health center, in order to improve the care of Suitcase Clinic clients who cannot be fully treated due to medical limitations of the Suitcase Clinic. The COCA position is ideal for anyone who is interested in health advocacy work, breaking down barriers to health care for the uninsured, and establishing close relationships with homeless and uninsured clients seeking medical services.
************************************************************************
Class Specific Positions

Class Coordinator
Position Requirements:

· Suitcase Clinic member and active UGSI for HMS 98/198  for at least one semester

· Elected by active Suitcase Clinic volunteers 

· Commitment to stay in position for a year and a half (one semester as assistant, and a year as class coordinator)

Duty-Specific Responsibilities:

· Work with, interview, and train UGSIs

· Help advertise for the class including flyers and word of mouth

· Help with Suitcase Clinic Community and Public Relations Activities

· Communicate with Planning Committee about group projects and events in class throughout the semester

· Work with Clinic Coords and Admin to establish volunteer training policies and to develop small group projects that would be useful to clinic

· Assemble an up-to-date reader with clinic policies and appropriate articles each semester

· Attend the Small Group Model and Service Learning course with Dr. Ratner Wednesdays 5-7 pm

· Update website based on new semester group projects and class requirements

· Coordinate enrollment through the Joint Medical Program in 570 University Hall

· Serve as a resource for UGSIs and students in the class 

· Train students to volunteer as caseworkers in all three clinic divisions

· Develop and enforce a curriculum based on current issues related to homelessness

· Create phone and e-mail contact lists for all members of class including class coordinators, UGSIs, and students enrolled

Class UGSIs
Position Requirements:

· Suitcase Clinic member and active volunteer for at least one semester

· Recruited and interviewed by Class Coordinators

· Commitment to stay in position for at least a semester

Duty-Specific Responsibilities:

· Attend the Small Group Model and Service Learning course with Dr. Steinbach Wednesdays 5-7 pm

· Supervise small groups of students in class and at clinic

· Communicate with Planning Committee on ways group projects can help improve clinic

· Keep Clinic Coords informed about activities planned for clinics

· Be familiar with the reader

· Take on and ensure completion of semester group project

· Ensure students' completion of all required tasks

· Facilitate group discussions in class

· Serve as a resource for students regarding questions, issues that arise in class or at clinic

· Work with Class Coordinators in order to improve class

· Help advertise for the class including flyers and word of mouth

· Help with Suitcase Clinic Community and Public Relations Activities

· Help with any Suitcase Clinic project that requires participation

