County Public Health                                                       Just In Time (JIT) Training Sheet 

Point of Dispensing (POD)



             JIT #1


POD JIT Training
POD Badging and Credentialing

1. Master Personnel Roster: Refer to SOP #5. Upon POD activation, the Personnel Coordinator will initiate a Master Personnel Roster (SOP #5-1), which is an on-going account of all personnel assigned to the POD. The Master Personnel Roster will consist of:

a. Date

b. Name

c. Address

d. Home Phone

e. Cell Phone

f. Photo ID Type
g. ID Number Verification
h. POD Badge Number
i. Signature

2. Electronic Credentialing: If a computer is available to the Credentialing Official, click on the Word program and open a new Word document. Click on Tools on the Task Bar at the top of the page. Select Letters and Mailings, then Labels and Envelopes. A draw-down box will appear. Click on Options and the Label Options box will appear.
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a. Choose Avery Standard for Label options.
b. Select Avery Product “Name Badge Inserts – CB74C” (3” X 4”).
c. Label Information: This will create a label for printing on letter sized paper (8.5” X 11”).

d. Click OK.

e. Returning to the Envelopes and Labels drawdown menu, select Full page of the same label (six to a page)

f. Click on New Document

g. A full page of CB74C - Avery Labels will appear.
h. Design one label then copy to the other 5 labels on the page. Use Manual Badge Templates in Tab 5 as a design example.

i. Once the page has been designed. Save the document as an electronic template.

j. Renumber badges accordingly so not to create duplicate numbers.
k. Use the template to create personalized badges, including name, position, and badge number; cross-referencing the badge number to the Master Personnel Roster. 

3. Manual Credentialing:
a. If a computer is not available for electronic credentialing, use the pre-designed badging forms located in Tab 5.
b. Badge numbers range from 1 to 102. Fill in the names and positions with a colored Sharpie Marker.

c. Cross-reference the badge number to the Master Personnel Roster

4. Other Forms of Badging. There may be other forms of badging and credentialing POD personnel; however, all must include name, role, venue, and POD access through a unique badge number, which can be cross-referenced to the Master Personnel Roster.
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