
How to Host a Screening Event  
  
Steps of Hope, a non-profit organization, is sponsoring a screening 
event with a FREE seminar!  Adults, teens and children can discover the 
status of their memory and brain organization and what they can do to 
ensure a more productive academic and overall life performance. The 
Neurodevelopmental Screening is not an evaluation. It is a snapshot of 
current abilities and will indicate what you or your child may need. Those 
needs will be addressed in a mandatory afternoon or evening seminar (you 
choose) along with a written report of screening scores. 
  
We ask that a local person be the coordinator for the event as he/she can 
best respond to local conditions and will allow the certified screener or 
specialist to concentrate on providing the screening service.  

  
OVERVIEW OF DUTIES: 
 

• Provide a single email address so participants can schedule an 
appointment.  Your certified screener will provide you with forms for 
registering clients and scheduling the day’s appointments and events. 

• Arrange a location (home, church, school or community center) where 
the screening event can be held. During the scheduled screenings, two 
rooms are needed, one for reception, the other for screening. You will 
also need to provide an address and directions to the screening 
location for the registration form.  

• Arrange a location for the seminar that has a room large enough to               
accommodate multiple family members for each person screened-dads 
and children may attend.  

• Send out a reminder email 2-3 days before the day of the screening. 
• If there are cancellations, you will contact anyone on a waiting list and   

schedule them into available time slots. 
 
Receptionist Duties:   
 
• Assist the certified screener to get the room set up, greet people, and 

help however is needed. 
• Greet the arrivals and offer brochures and articles (supplied by the 

certified screener) to prepare them for the screening.   
• Collect fees for each screening and provide a receipt, if requested. 
  
Following the screenings, a free seminar will be held and screening 
reports will be distributed.  Please be on hand to assist the certified 
screener.  


