SOP 1, Attachment 2

POD STAND-UP CHECKLIST

Stand UP Checklist
	Item
	Procedure
	(  (Completed)

	1
	Become Familiar with POD Go-Kit Binder Contents 
	POD Supervisor

	
	     a. POD SOPs
	

	
	     b. Site Assessment documents
	

	
	     c. Job Action Sheets
	

	
	     d. JIT Training Sheets
	

	
	
	

	2
	Call POD Management Staff Initial Planning Meeting 
	POD Supervisor

	
	     a. Develop an Incident Action Plan (SOP2, Atch 2-2)
	

	
	     b. Incident Assessment
	

	
	     c. Establish Initial Needs and Requirements
	

	
	     d. Define Roles and Responsibilities
	

	
	     e. Set Preliminary Objectives and finalize IAP
	

	
	
	

	3
	POD GO Kit:
	POD Flow Team Lead

	
	     a. Inventory Contents vs. Inventory Sheet  (Atch 1-1)
	

	
	     b. Break Out Contents and distribute to Team Leads
	

	
	     c. Initiate and fill out Custodial Receipt Logs (Atch 9-1)
	

	
	     d. Distribute Supplies to their proper stations
	

	
	
	

	4
	POD Set Up:
	

	
	     a. Credentialing Coordinator:
	Credentialing Coordinator

	
	          1) Set Up Master Personnel Roster (Atch 5-1)
	

	
	               a) Photo ID Verification
	

	
	               b) Contact Information Verification
	

	
	               c) Cross-reference Master Personnel Roster with
                   Badge Numbers 
	

	
	          2) Set Up Badging Process 
	

	
	               a) Electronic Badging (if available)
	

	
	               b) Manual Badging
	

	
	               c) Other Badging Capabilities
	

	
	          3) Volunteers (CERT, Red Cross, Citizens, et al.)
	

	
	
	

	
	     b. Medical Task Force: Arrange and Set Up Medical
         Dispensing Section (Atch 2-3)
	Medical Task Force Lead

	
	1)  Hand Out Job Action Sheets (JAS)
	

	
	          2)  Hand Out Just In Time (JIT) Training Sheets
	

	
	          3)  Distribute Assigned Equipment 
	

	
	               a)  PPE (if necessary)
	

	
	               b)  Radios
	

	
	               c)  Vests 
	

	
	          4)  Initiate and fill out Custodial Receipt Logs (Atch 9-1)
	

	
	          5)  Arrange and Set Up Intake Screening Station
	

	
	          6)  Arrange and Set Up Intake Screening Station
	

	
	          7)  Arrange and Set Up Medical Screening Station
	

	
	8) Arrange, Set Up, and Organize Pharmaceutical

               Inventory Room
	

	
	               a) Arrange for SNS/State cache shipments
	

	
	               b) Fill out BIN Cards
	

	
	               c) Fill Out Runner Dispensing Logs
	

	
	               d) Coordinate Security for the Inventory Room with

                   Security Team Lead
	

	
	9)  Arrange and Set Up Triage Area (if necessary)      
	

	
	10) Arrange and Set Up Behavioral Health Station
	

	
	11) Arrange and Set Up Medical Dispensing Station
	

	
	          12)  Arrange and Set Up First Aid Station
	

	
	
	

	
	     c. Facilities Team
	Facilities Team Lead

	
	1)  Hand Out Job Action Sheets (JAS)
	

	
	          2)  Hand Out Just In Time (JIT) Training Sheets
	

	
	          3)  Distribute Assigned Equipment 
	

	
	               a)  Radios
	

	
	               b)  Vests 
	

	
	               c)  Flashlights 
	

	
	          4)  Initiate and fill out Custodial Receipt Logs (Atch 9-1)
	

	
	          5)  Coordinate Facilities Equipment
	

	
	               a)  Office/Administrative Equipment
	

	
	               b)  Facilities Equipment
	

	
	          6)  Coordinate Facilities Supplies
	

	
	7)  Coordinate IT/Communications Services 
	

	
	a) Telephones 
	

	
	               b)  Internet Services
	

	
	               c)  Fax Machine
	

	
	               d)  Copier/Printer
	

	
	8)  Set Up and Install Signage
	

	
	9)  Assist with Pharmaceutical Inventory Room Set Up
	

	
	10)  Prepare Loading Area for SNS Shipment
	

	
	
	

	
	     d. POD Flow Team
	POD Flow Team Lead

	
	1)  Hand Out Job Action Sheets (JAS)
	

	
	          2)  Hand Out Just In Time (JIT) Training Sheets
	

	
	          3)  Distribute Assigned Equipment 
	

	
	               a)  Radios
	

	
	               b)  Vests 
	

	
	          4)  Initiate and fill out Custodial Receipt Logs (Atch 9-1)
	

	
	5)  Assist Facilities Team with Signage Locations
	

	
	          6)  Arrange and Set Up Greeters Station
	

	
	          7)  Arrange and Set Up Forms Distribution Station
	

	
	               a)  Medical Screening Forms
	

	
	               b)  Non-Medical Screening Forms
	

	
	          8)  Arrange and Set Up Interpreters Station
	

	
	          9)  Arrange and Set Up Waiting Area
	

	
	10) Arrange and Set Up Health Education Station
	

	
	
	

	
	     e. Security Team:
	Security Team Lead

	
	1)  Hand Out Job Action Sheets (JAS)
	

	
	          2)  Hand Out Just In Time (JIT) Training Sheets
	

	
	          3)  Distribute Assigned Equipment 
	

	
	               a)  Radios
	

	
	               b)  Vests 
	

	
	               c)  Flashlights
	

	
	               a)  Barricades
	

	
	               b)  Traffic Cones
	

	
	               c)  Exterior Lighting
	

	
	          4)  Initiate and fill out Custodial Receipt Logs (Atch 9-1)
	

	
	          5)  Set Up and Organize Security Command Post  
	

	
	          6)  Establish and Implement Traffic Control Plan
	

	
	          7)  Establish and Implement Parking Plan
	

	
	          8)  Establish and Implement PIR Security Plan
	

	
	          9)  Establish and Implement Exterior Security Plan
	

	
	          10)  Establish and Implement Interior Security Plan
	

	
	          11)  Establish and Implement Roving Security Plan
	

	
	
	

	
	     f. Safety Officer:
	Safety Officer

	
	1) Read Job Action Sheet (JAS)
	

	
	          2) Read Just In Time (JIT) Training Sheet
	

	
	3) Sign Custodial Receipt Log for Assigned Equipment 
	

	
	          4) Review Safety Checklist
	

	
	
	

	
	     g. Liaison Officer:
	Liaison Officer

	
	1) Read Job Action Sheet (JAS)
	

	
	          2) Read Just In Time (JIT) Training Sheet
	

	
	3) Sign Custodial Receipt Log for Assigned Equipment
	

	
	4) Assist POD Supervisor, as assigned
	

	
	
	

	
	     h. Public Information Officer:
	PIO

	
	1) Read Job Action Sheet (JAS)
	

	
	          2) Read Just In Time (JIT) Training Sheet
	

	
	3) Sign Custodial Receipt Log for Assigned Equipment
	

	
	4) Brief POD Supervisor on Public Information Protocol
	

	
	5) Assist POD Supervisor, as assigned
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