Process For Picking Up Scrip Orders

Authorization:
Only those personslisted on the Registration Form of the school or non-profit
areallowed to pick up the order from that school/group. A person may be added or
deleted from theauthorization list at any timeby atelephonecall fromthe Scrip
Coordinator, but not the person wanting to beadded. 1f someonecomesinto pick up
anorder whoisnot onthelist, they must call the scrip coordinator to have her clear it
for us, and then we add that person tothelist. Theofficia authorization must come
directly fromthe coordinator.

Door Open on Pick-Up Day:
Thebuilding entranceto the scrip officeison atimer that unlocksthe door on Thursday morning
at 9AM andthenrelocksit at 5:05 PM. On other daysthe door islocked 24 hours. This
allowsthe scrip pick-up peopleto accessthe building on pick up day. Thereisanother lock
system ontheinner door into the main part of the building and scrip people cannot enter unless
we enter the key pad code that unlocksthe door.

Video Recording :
As pick-up people comethrough the scrip office door they are on video camera. For
everyone' sprotection, thereare 6 cameras positioned strategically around the scrip officethat
recordsall sound and movement of everyonewho entersand whilethey are present. Wewant
all of our customersto haveafeeling of security whenthey areon siteand inthe parking lot of
of our fecility.

I dentification Station:

Once pick-up peopleareinthedoor, they first go to the Check In Attendant’s Station. Here
the attendant hasabig binder notebook with all the ordersin tabbed al phabetical order and as
they comein sheflipstotheir pageand:

1. checksthelr pictureidentification

2. circlestheir nameontheir order sheet

3. recordsthetimeof pick up

4. handsout theWeekly Announcements

5. updates names and address on computer program

Order Receiving Station:
After the Scrip Pick Up Person has cleared the check in station, they proceed to the next
station wherethey receivetheir order. They tell the attendant the name of their school and they
aregiven themanillaenvel ope printed with that school/group name. Attendantsat the Receiving
Station:

. handsout orders

. assistsnew customerswith protocols

. fillsout MaterialsOrder Sheet or Scrip Received Sheets as needed---

counting out scrip wallets or box/envel opesasrequested

. handlesdiscrepanciesin orders(checking to seeif it wasan order error or

filling error, shortage or overage, and solving thesituation)

makes an accounting of day’ sdiscrepancy activity on the Variance Sheet*

. answerscustomer questionsregarding ordersor programingenera

. verifiesnewly ordered scrip asit comesin

. filesweekly receipts
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Customer Order Verification Stations
The pick-up person then proceedsto aworking station where they count and verify their
ordersto confirm that what they ordered waswhat they received. They canwork at a
standing height counter or it at alargetable and they can choose any availableplaceinthat
areaof theroom. All areasare under surveillance of the camerasfor everyone' sprotection.

Sign Out Table/ Sign Out Book Station
After customershaveverified their orders, they go onto the Sign Out table near thedoor. This
location helpswith theflow of peoplethrough theroom asit creates another stationto which
they must move. Atthissiteisthe 3 signout books (A-G, H-PQ-Z) and they open the books
tolocatether original faxedinorder sheet ind phabetica order, and then signtheir name
wherever thereis space on that sheet toindicate that the order hasbeen counted, verified and
complete (or back order noted). Werequest full namesbewritten. At varioustimesthroughthe
year wea so have print ready holiday flyersavailablefor customersto pick up and wehave
themlaid out on thistablea so.

Customer Responsibility
At thetime of sign-out the customer isin possession of their order and oncethey leavethe
building theresponsibility for their order then shiftsto that customer. Theparkinglot of the
Tigard-Tudatin School Digtrict Hibbard Administration Center isunder multi-camerasurveil-
lance 24 hoursaday, 7 daysaweek, so that offers some security and protection for our
customerswhilethey areon our property, but essentially they areresponsiblefor their order
after they have signed off onitinthe Scrip Office.

Many schoolsor districtshaveapolicity that requirestwo peopleto bein custody andin
chargeof their school ordersat al times. Whereas, weregard that asafavorable practice,
wearenot responsibilefor enforcing it. Werealizeit may not alwaysbetime-practical or
convenient for volunteers so they must monitor and enforcetheir ownrulesregarding thisissue.



