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August 26, 2019Vision Screening

C)  AT SCHOOL – Lions

Set up the:
- screening areas
- equipment/tests
- paper station
- waiting area

Lion’s Club 
volunteers 

arrive approx 
9:00am

Arrive to the 
screening 

room 

Screeners test 
each student

Student 
carries SAF 
to each test

Stream kids to 
open stations 
(incl dental)

Screeners manually 
record results on SAF 

& initial
(see example sheet)

After last test, place 
SAF on the 

paperwork table in a 
pile labelled “to-do”

Determine among 
themselves who will 
perform which roles

Refer to 
“Setting Up” 

section

Locate the class 
lists & name 

tags. Begin with 
one classroom

Go to the 
classroom and 

retrieve 4-6 
students

Lion gives each 
student their 
pre-printed 
screening 

assessment form 
(SAF)

Ask student to 
hold it firmly 

on the left side

Refer to “Tear-down” 
section

Apply name tags 
to each student 

while in the 
classroom or ask 
teacher to do this

Refer to 
“Manage 

paperwork” 
section

Ask students to 
sit in the waiting 

area until you can 
return them to 

class

Disinfect 
test items

as required

Consult with 
dental staff 

re: logistics of 
student flow

Be mindful 
of the 

“DNS” kids

New students added to the class list:

 find blank SAFs & envelopes in the purple 

folder and write their names on both

 make a form label as there are blanks on the 

label sheet

 If they are referred, you will need to manually 

complete a 20-day reminder letter 
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D)  SETTING UP – Lions

Determine 
best locations 
for each test 

Measure 10 ft 
distance and 

mark each end 
with tape  

Select a table 
with 2 chairs

Place the book, 
glasses, & 

disinfectant on 
table

Position “answer 
card” so only you 

can see it

HOTV

- bright area
- 2 stations

Randot

- bright area
- 1-2 stations

Auto-refractor

- dimmest area 
if possible
- 1 station

Locate 
measuring 

tape & 
painter’s tape

Open black 
screening bag & 

retrieve tests

Place a chair at 
each end.

Put lap card & 
flash cards on 
student chair.

Place another chair 
near the student 

chair (to sit beside 
with the flash cards)

Stand or sit for 
this test 

(individual 
preference)

Position chairs 
(if using) approx 

3 ft apart

Turn on the 
printer and 

position correctly

Turn on the 
PlusOptix and place 
on a solid surface

Wash/sanitize 
hands

From the purple plastic 
folder, remove the 

paperwork and organize 
each stack with its 

corresponding heading

Remove 
paperclips from 

each stack

Class lists & name 
tags will be 

clipped to the SAF 
piles according to 
their classrooms

There will be some 
blank SAFs, leave them 

in the folder

Using tape, mark these 
headings on the table:
- “Labels” (for the forms)
- “Refer” (PNF-A)
- “Pass”   (PNF-B)
- “Absent” (letter)
- “To-do” (blank)
- “Done”  (blank)

Paper Station  ONE dedicated person

There will be 
an additional 
testing bag

“To-do” & 
“Done” will 
be empty

You will need 
these for any 

new students in 
the class



Page 6

August 26, 2019Vision Screening
E)  MANAGE PAPERWORK - Lions

Screening 
Assessment 
Form (SAF) 
from the 

“to-do” pile

REFER

Any box is 
checked “refer, 
unable/refuse”

PASS

All boxes 
checked “pass”

ABSENT

Check “refer” 
at bottom of 
form & initial

Take student’s 
label from label 
sheet and apply 
to PNF-A form

Review SAF 
for errors & 
determine if 
pass, refer, 
absent, or 

DNS

Check “pass” 
at bottom of 
form & initial

Take student’s 
label from label 
sheet and apply 
to PNF-B form

Take student’s 
label from label 
sheet and apply 
to Absent Letter

Write your Initials 
on the “By:” line 

on the label

Write student’s 
first name on the 
“Dear parent” line

Write “absent” 
at top of form

Fold, stuff & 
seal envelopes 

(gluestick)

Bundle 
envelopes by 

classroom with 
elastic band

Give paperwork to 
the dental assistant

Separate SAF 
from envelope 
& place in the 

“done” pile

(SAFs do not 
go home)

Attach 
corresponding 

class list to top of 
each batch

Sort the SAFs 
alphabetically & 

by classroom

Flip through 
SAFs & identify 

each “refer”

Take reminder 
letters & envelopes 
from large brown 

envelope

Gather up 
remaining forms/
labels and return 
to purple folder

SAFs from the 
“done” pile

20-day Reminder Letters  this is done AFTER the main paperwork

For each referred 
student, find the 
pre-printed letter

Fold reminder 
letter, stuff & seal 
a blank envelope

Write name on 
front of envelope

Sort envelopes into 
batches according to 
classroom & secure 

with elastic

Place all batches into the 
large brown envelope

Place unused letters 
into purple folder & 

return to dental staff
SAFs

Sort the SAFs 
alphabetically & 

then by classroom  
using paperclips

Finish up

Set aside 
the SAFs

Do Not Screen
(DNS)

Write “DNS” at 
top of form

Place SAF in the 
“done” pile

Bring bundled 
envelopes to 

classroom 
teachers for 
dist’n (give 

instructions)

Leave brown envelope with 
school secretary and 

instruct to give to teachers 
on the indicated date

Take student’s 
label and place 
it on the back

Strike a line 
through the SAF
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F)  TEAR-DOWN – Lions

Once paperwork 
is all “done”, 

begin tear-down

HOTV

Randot

Auto-refractor

Sanitize lap 
card

Sanitize arms 
of glasses & 
book pages

Return tests 
to their 

place in the 
black bag or 
smaller bag

Zip up the 
bags and 

leave for the 
dental staff

Give paperwork 
from the “done” 
pile to the dental 

staff

Re-clip & gather 
up remaining 

paperwork and 
place in purple 

folder; leave for 
dental staff

Ensure room is 
returned to pre-

screening condition. 
Clear any litter.
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