
County Public Health                                                          Standard Operating Procedure 

Point of Dispensing (POD)



        SOP #4


POD Operating Procedures

Supply and Inventory Operations

A. References: The Oregon State Strategic National Stockpile Plan and Local Policy (as applicable).

B. General: Medications and pharmaceuticals are distributed from the Strategic National Stockpile (SNS) or other source, through the State’s Receiving/Storage/Staging (RSS) site, to Local Distribution Site (warehouse) as determined by the County. Medications will arrive at the designated sites via Oregon Department of Transportation (ODOT), accompanied by an Oregon State Police security escort.
C. Procedures: 
1. Resource Receiving:  POD Security, Traffic, and/or Facilities Teams will escort the county courier to the facilities loading/unloading area.
a. Ensure proper heavy lifting articles are available, such as gloves, steel-toed boots, and heavy lifting belts, etc. to breakdown the load to a manageable size.
b. Medications and supplies will be unloaded using the appropriate equipment (e.g., pallet jacks, hand trucks, hand carts, rolling carts, etc.) when possible.
2. Medication Storage and Security:
a. POD Pharmaceutical Inventory Room (PIR): Ensure that medications and materials are stored in a securable location, either under lock and key or by assigned Security Staff.

b. Temperature Control Requirements: Certain medications may require refrigeration or a special temperature-controlled room that normally maintains a temperature range between 64º and 75º F, based on pharmaceutical requirements.
3. POD Medication Receipt and Distribution:

a. Pharmaceutical Inventory Room “BIN CARD”:

1. The “Bin Card” is like a register in a checkbook. It is imperative to keep an accurate record of medications and a running balance of current supplies at all times. A Bin Card tracks information about each specific type of pharmaceutical medication and/or supply item received or dispensed. A Bin Card tracks pharmaceuticals and supplies that are:
i. Stored in more than one box or in different cartons
ii. Arrive at different times
iii. Received from different sources (Strategic National Stockpile, State, or local caches)
2. Examples include:

i.    Vaccine, antibiotics, or anti-virals with the same lot numbers
ii.   Injection needles of the same type 
iii.  Gloves, caps, gowns, respirators, or other expendable supply items that are of the same type.
b. Pharmaceutical Inventory Room: 
i. Upon ODOT or local cache delivery of pharmaceuticals and/or supplies to the POD, create one Bin Card for each type of pharmaceutical/supply item. Complete the following information on each Bin Card:

1. Item Description 

2. NDC/Product Number  

3. Lot Number
4. Date 

5. Time
6. POD Station

7. Quantity Received 

8. Quantity On Hand
9. Quantity Issued
10. Balance
11. Receiver’s Signature 

c. Refer to POD SOP 4-1 for a sample Pharmaceutical Inventory Room Bin Card form.

d.   Controlled Substances (very unlikely to arrive at PODs): Controlled substances require strict adherence to chain of custody accounting procedures. It is County’s Public Health policy to not distribute or dispense controlled substances at PODs without the direct supervision and control by the county Public Health Officer or Drug Enforcement Administration (DEA) licensed designee. Controlled substances received at a POD will be signed for by the County Health Officer, or his/her designee, and logged on a separate BIN Card. Every medication that is transferred to a POD Dispensing/Vaccination Station will be signed for using the BIN Card and Dispensing Log forms. DEA Form 222 may accompany a shipment with controlled substance.  This form will require the signature of a person with a DEA license.  A copy of the form will be retained for documentation purposes. All controlled pharmaceuticals will be kept in a secured area under the guard of a Security Officer.

4. Resource Reordering: During POD Operations, medical supplies may diminish to a level where re-supply is warranted. The Pharmaceutical Inventory Room personnel will alert their supervisor or Team Lead. 
a. Pharmaceutical Inventory Room. PIR personnel, along with Medical Task Force staff, will determine Minimum and Maximum re-supply thresholds for all bench stock medications and supply items. This level will be noted on the Bin Card and may fluctuate during the course of prophylaxis depending on re-supply delivery timing, POD throughput volume, dispensing rates, and/or usage of supplies. 
b. Once levels drop below their designated thresholds, PIR personnel will notify their supervisor or Team Lead, who will inform the POD Supervisor. The POD Supervisor will contact the DOC/EOC to re-order supplies. This may be done by telephone, through fax, or via e-mail; however, positive documentation must be provided.

c. The DOC/EOC will submit the proper re-supply documentation and go through the county EOC to the State, to enact a re-supply shipment.
d. ODOT and State Police escort will deliver the shipment in the most expedient manner possible.

5. Intra-POD Dispensing Station Ordering/Reordering of Medications:
a. Use the POD Dispensing Station Pharmaceutical Supply Order Form, SOP 4 Attachment 4-2, to order/reorder supplies for each Dispensing/Vaccination Station. 
b. Supply Runners will fill each order from the Pharmaceutical Inventory Room and annotate the order on the POD Dispensing Station Pharmaceutical Supply Order Form (POD Dispensing Log). 
i. Complete the following information on each POD Dispensing Log:

1. Date
2. Runner

3. Shift Number

4. Time

5. POD Station

6. Item Description

7. NDC/Product Number  

8. Lot Number
9. Quantity Requested

10. Quantity Received 

11. Receiver Name
12. Receiver Signature 

c. Supply Runners will be pro-active to ensure that POD Vaccination/Dispensing stations remain stocked with pharmaceuticals and necessary supplies.

d. Supply Runners will update each Bin Card when supplies are removed from the Pharmaceutical Inventory Room with the following information: 
i. Date

ii. Time

iii. POD Station

iv. Quantity Issued

v. Update Balance

vi. Sign the Bin Card

6. End of the Shift Inventory: 
a. Pharmaceutical Supply Room: At the end of each shift, the outgoing and the incoming personnel will conduct a joint inventory to reconcile supplies.

b. Count both whole and partial cases for all pharmaceuticals and supplies items for each Bin Card Item. Medications will be inventoried by the bottle, supplies will be counted by the box. All pharmaceuticals must be accurately accounted for.
c. Complete the following information on each Bin Card:

i. Date 

ii. Time

iii. Physical Inventory Count  

d. Ensure the Balance (Total in Stock) Column and the Physical Inventory Count amounts are equal and balanced.
e. Transpose the ending balances over to new Bin Cards for each Supply Item in the starting Physical Inventory Count balance column at the top of each new form. 
f. Gather all POD Dispensing Station Pharmaceutical Supply Order Forms (Dispensing Logs) and Bin Cards for each supply item used during the shift. Staple the forms together in date/time sequenced order and turn them in to the POD Medical Task Force Lead as a part of the POD’s official record. 
g. Exchange additional shift change briefing information.
7. Transfer of Pharmaceuticals and Medical Supplies:
a. Pharmaceuticals and Medical Supplies Transfer: As directed by the county EOC/DOC, pharmaceuticals may need to be redistributed to other PODs or medical facilities that have a greater need for the stock. If a transfer is requested, the POD Supervisor will:

i. Request, through DOC/EOC channels, that an authorized driver, with Law Enforcement escort, be dispatched to the POD Site for transport. 

ii. Make arrangements through the POD Medical Task Force Lead to inventory and pull the required supplies from the ready stock in the Pharmaceutical Inventory Room. 

a. Earmarked supplies will be separated and readied for shipment

b. Supplies will be subtracted from each BIN Card and annotated for transfer.

c. The transfer transaction will also be noted on the PIR Unit Log, ICS Form 214.

iii. Alert the Security Team Lead to ready the Loading Dock and have adequate security forces available to clear traffic for the detail.

iv. Once supplies have been transferred and signed for by the transfer team, the PIR is no longer responsible for those medications.

b. Demobilization and Return of Supplies: Once the POD ceases operations and the Pharmaceutical Inventory Room has inventoried and readied supplies for return, the POD Supervisor will contact the DOC/EOC for dispatch and Law Enforcement escort to pick up the pharmaceuticals and medical supplies return them to the LDS. 

i. Final BIN Card totals will be verified and provided to the dispatch for turn-in along with the return shipment.

ii. Dispatch will verify shipment and sign the final BIN Card documentation, relieving the PIR of responsibility for SNS/State supplies.
