County Public Health                                                          Standard Operating Procedure 

Point of Dispensing (POD)



         SOP #6


POD Operating Procedures

POD Personnel Scheduling and Management
1.  References: The Oregon State Strategic National Stockpile Plan and Local Policy (as applicable).
2. General: The POD Personnel Coordinator is responsible for all personnel actions and shift scheduling of all non-medical POD staff members. The POD Personnel Coordinator will work with the County Emergency Operations Center (EOC) or Public Health Department Operations Center (DOC) and/or the Medical Task Force Team Lead in scheduling shifts and assignments.
3. Procedures: 
a. Prior to POD opening, the POD Personnel Coordinator will receive a list of the initial POD Stand Up team. 
i. Non-Medical Assignments: will be handed out and positions filled for the most crucial areas first, depending on the numbers and qualifications of assigned personnel and volunteers.
ii. Medical Assignments: will be coordinated through Public Health. Volunteer organizations, such as the Medical Reserve Corps (MRC) will be activated and personnel will be selected and assigned to PODs.
iii. Job Action Sheets for each POD position are provided in Tab 3 of this binder.

iv. Just-In-Time (JIT) training will take place, as needed, for each POD function. Refer to Tab 4 for JIT sheets.
b. Follow-On Shifts: will need to be coordinated and contacted once the POD deployment duration has been determined to be longer than the initial 12-Hour shift.

c. Credentialing: All POD personnel must be verified with picture identification (ID) prior to assuming a POD assignment. Refer to Appendix A, POD SOP #5 for details. 
d. No Shows: In the event that POD positional personnel do not show up for duty, the Personnel Coordinator will coordinate with DOC Operations and Logistics for assistance and/or recall other POD personnel from the Master Personnel Roster to fill the position.
4. POD Staff/Volunteer Management:
a. Shifts: Shifts normally will be three 8-hour shifts for a 24-hour continuing operations.

b. Work Breaks: A 15-minute work break is recommended every 4 hours, with a half-hour to one-hour lunch break, depending on POD Flow volume. The POD Supervisor may schedule breaks or lunch hours at alternate intervals depending on POD throughput, manning, or other circumstances. Staff members are responsible to let their Team Leads know when it is break time in order to find suitable position coverage. Positions are not to be vacated without notifying supervisors.
c. Meals/Snacks: POD Personnel Coordinator will contact the DOC Logistics Section or the county’s EOC to schedule for POD meals, drinks, and/or snacks to be delivered. Prior timely coordination is required.
d. Lodging: If volunteers or other staff assignments are from outside the local Metro area and are assigned to a POD, depending on travel circumstances, the DOC Logistics Section will make arrangements for lodging, if warranted. The POD Personnel Coordinator will initiate and coordinate lodging requirements through DOC/EOC Logistics.
e. Family Care: POD Staff members will need to make contingency plans for necessary childcare. In the event of POD activation, no childcare capabilities will be available at the POD site.
5. Scheduling:
a. Refer to SOP 6 Atch #6-1 for examples of Schedule Rosters

b. Shift may be scheduled in 8-Hour shifts for some POD Staff, while other members, such as Law Enforcement, Fire-Fighters, Paramedics, and EMTs, may have scheduling conflicts that preclude them from working more than a designated number of hours per shift or series of shifts.

c. Other POD members, such as Medical Team members may be in short supply and may have to work extended hours because of a lack of expertise in their particular position.

i. As in the example Work Schedule Roster, different types of POD members may work different scheduling schemes. In this event, innovation is the key in making out a shift schedule.
ii. The Personnel Coordinator must work with each Team Lead in order to present a workable schedule for all POD Personnel.

d.   For blank Work Schedule Sheets, refer to Appendix D.

