County Public Health                                                          Standard Operating Procedure 

Point of Dispensing (POD)



         SOP #9


POD Operating Procedures

POD Resource Accountability
1.  References: The Oregon State Strategic National Stockpile Plan and Local Policy (as applicable).
2. General: Upon POD activation a pre-packed “Go Kit” will be delivered to the POD Site (see Appendix A - POD SOP 1 for further details). Included in the kit are items that must be accounted for; such as radios, computers, fax machines, copiers, signage, bull horns, vests, etc. This SOP outlines guidance on the issuing and turning in of equipment. It also provides positive control upon shift change and a means for tracking functionality for non-expendable equipment and hardware.

3. Procedures: 
a. Upon arrival at the POD Site, the POD Supervisor, or his designated representative, will sign for the GO Kit. The Go Kit will be broken down and inventoried and compared against the Inventory Checklist (SOP 1, Attachment 1-1) for completeness. Once all items have been determined, the inventory will be logged in the POD records.
i. If non-expendable equipment or hardware (items worth salvaging or reusing) are noted as missing from the Go Kit, note as a matter of record on ICS Form 214 (Unit Log) which can be found in Appendix D, then contact the DOC for item replacement.
ii. If items are noted as non-functional or missing parts, also note as a matter of record on ICS Form 214 (Unit Log), then contact the DOC for item replacement.

b. Equipment Issue: Once Go Kit contents are inventoried, counted, and signed for; place the office equipment in the most strategic locations for POD use (i.e. computers, printers, fax equipment, etc.). For those items, such as position vests, radios, flashlights, cones, barricades, and other POD non-expendable items; the designated Team Lead will distribute the equipment to the POD members filling those positions. Equipment will be signed for by using the Custodial Receipt Log (CRL) by the initial person manning the particular POD position.
c. Accountability: Each station or position will be issued the necessary equipment or hardware to fulfill the duties of that position. A Custodial Receipt Log (CRL), with each item of equipment, will be kept and checked off by the incoming shift worker. Ensure the equipment is functional and operational before checking the item off. If equipment is missing, Report the item to the Team Lead for inclusion in the Unit Log and issue of a replacement.

d. Shift Change: At shift change, the on-coming person will assume the duties of the position and the associated equipment assigned to that position. The on-coming person will inspect and test the equipment for operational functionality.

i. If equipment is found in good repair and functionality, check off the item on the Custodial Receipt Log, then sign the log sheet.
ii. If equipment is found to be missing, non-functional, or in disrepair, do not check off the item on the Custodial Receipt Log and report it to the Team Lead for replacement. The item will be noted in the POD’s Unit Log. 
e. High-Value Items: High Value Items, such as computers, fax machines, copiers, radios, satellite phones, etc. will be accounted for by serial number or other form of unique identification. If high-value items become missing, an initial inquiry will be conducted to locate the item. The findings and circumstances will be logged in the POD’s official record for further investigation. 
4. Equipment Turn In:
a. Demobilization: upon demobilization, the Team Leads will be responsible for collecting all equipment, components, vests, et al., assigned to the positions under their span of control. Missing, non-functional, or items in disrepair upon turn-in will be noted on the Unit Log for replacement, repair, or other form of accountability.

b. Once an item is inspected and deemed serviceable, the Team Lead will sign off on the Custodial Receipt Log and place the item for repacking back in the Go Kit.
c. Unserviceable equipment will also be turned in with a note on the Custodial Receipt Log of the apparent defect. The item will also be noted on the Unit Log for inclusion in the POD Records.

d. Once the POD Go Kit is packed and ready for turn in, the Go Kit will be turned over to the Facilities Lead for safe-keeping until transportation arrangements can be made for pick up and return to the storage location.

e. At the storage location, the Go Kit will be re-inventoried and re-supplied to make deployment-ready. Unserviceable, damaged, or lost equipment will be repaired or replaced

