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*The above Organization Chart is an example of how you could set up a POD.
Larger PODs: Expand the number of people in the necessary positions to promote a high throughput.

Smaller PODs: Use the minimum number of staff needed in each position and give some staff  the duties of more than on position/Job Action Sheet as needed.
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POD Job Action Sheet
POD Supervisor
Report to:  Operations Section Chief

Supervise:  Personnel Coordinator and leaders of the following teams: Medical Unit Leader, Facilities Unit Leader, POD Flo/Education Unit Leader, and Security Unit Leader. 
Responsibility:  To direct the overall operations of the POD and be the communications link internally between team leaders and externally to the EOC and/or Local Public Health (depending on individual county operations).

Qualifications:  Strong managerial skills, POD experience, 

Pre-activation:

· Receive briefing from Operations Chief.
· Review POD Field Operations Guide and SNS/Mass Prophylaxis plan.
· Brief team leaders on:
· Current situation and planned operations
· Chain of command and performance expectations
· Ensure the availability and transportation of POD supplies, materials, personnel and site.
· Ensuring that staff knows when, where and to whom to report for duty.
· Sign for any assigned equipment using the Positional Accountability Log (PAL). 
Check-in:
· Arrive at POD site two hours prior to opening with photo ID and sign-in.

· Receive briefing from Operations Chief.

· Review job action sheet.

Duties:

· Develop an Incident Action Plan (IAP).

· Brief team leaders on IAP, operations and performance expectations

· Oversee timely setup of POD.
· Ensure:
· Internal and external security measures are in place
· Materials, supplies, prophylaxis or vaccine are on-site or in transit
· Communication devices (internal and external) are in working order
· Adequate staffing for POD operations
· Direct security to open POD to the public.
· Direct requests for additional materials, prophylaxis/vaccine, staff to Operations Chief.
· Act as Security Chief for the POD.
· Provide regular reports to Operations Chief.
Check-out:
· Debrief with team leaders and Personnel Coordinator.

· Conduct a site review with Facilities Unit Leader and Representative noting damage, missing items, etc.

· Coordinate with Logistics Chief to ensure restocking of supplies and equipment.

· Brief replacement as necessary.

· Collect documentation from team leaders.

· Sign-out and turn in identification (e.g., vest, badge, etc.).

· Oversee demobilization of the POD, if required.

· Participate in after action meetings.
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POD Job Action Sheet
Personnel Coordinator

Report to:
POD Supervisor

Supervise:
N/A
Purpose:
To oversee POD staff sign-in, credentialing, and other needs.

Qualifications:  Administrative experience


Check-in:

· Arrive at POD at designated time with proper ID.

· Receive briefing from POD Supervisor.

· Review job action sheet.

· Obtain list of POD personnel and volunteers scheduled to work. 

· Obtain sign-in sheet.

· Set up sign-in station at personnel entrance.

· Sign for any assigned equipment using the Positional Accountability Log (PAL). 
Duties:

· Maintain the Master Personnel Roster

· Responsible for Credentialing Staff Members & verifying identification documents

· Ensure each staff member signs-in for duty.

· Ask each person to show proper identification.  People without ID will need to be cleared for duty by POD Supervisor or told to leave and return with proper ID.

· Give staff appropriate identification item (e.g., vest, badge, cap)

· Brief POD Supervisor on status of persons reporting for duty.

· Work with POD Supervisor to replace “no-shows.”

· Schedule and assign 15-minute breaks for staff.

· Schedule and assign 30-meal breaks for staff.

· Ensure POD staff has access to food and beverages.

· Ensure that each staff signs-out at the end of a shift.

· Collect badges, vests, etc. from staff leaving POD.

· Maintain personnel log for each shift.

· Perform other duties as directed by POD Supervisor.

· Provide regular reports to POD Supervisor.

Check-out:

· Debrief with POD Supervisor.

· Hand in all documents to POD Supervisor.

· Brief replacement as necessary.

· Assist with demobilization as directed.

· Sign-out and turn in identification (e.g., vest, badge, etc.).

· Participate in after-action meetings, as directed.
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POD Job Action Sheet
Public Information and Communication Liaison

Points of Dispensing

Report to:
POD Supervisor

Supervise:
N/A
Purpose:
To coordinate media and public messaging
Qualifications:  PIO and media relations training
*This position answers directly to the Lead Media Relations Liaison at the county PIC and/or JIC, and coordinates with other Field PIOs/Media Escorts and Media Relations Team members.

Responsibilities:
1. Serve as the Point of Contact for media relations

2. Accompany news media visiting the SNS Point of Dispensing site.

3. Provide the latest confirmed information to the media.

4. Ensure that all questions are answered in a timely manner.

5. Exercise rumor control by countering unfounded and false stories that could mislead or alarm the public.
6. Disseminate public information messages, materials, and methods for the POD. 

7. Log all contacts with the media.

8. Refer questions you can’t answer to the appropriate person or agency.

9. Coordinate information dissemination with other members of the Media Relations Liaison Team.

10. Keep a running record of all activities using the JIS/JIC Functional Activity Log.
11. Sign for any assigned equipment using the Custodial Receipt Log (CRL). 
Activation Phase:

· Review your role-based position description.

· Obtain a briefing on the emergency, media escorting protocols, media credentialing supplies, POD site visitation policies/restrictions and/or safety requirements from the Lead Media Relations Liaison and Safety Officer.

· Obtain a JIC phone list, media contact logging forms, incident fact sheets, media releases, information referral list, and frequently asked questions from the Lead Media Relations Liaison.

· Familiarize yourself with the SNS Public Information and Communication SOP and POD Field Operations Guide.

· Familiarize yourself with the situation status board and other information posted on the Virtual Joint Information Center.

· Obtain a cell phone or other necessary field/safety equipment and make sure it is working properly. Report any problems to the Lead Media Relations Liaison.

Operational Phase:
· Travel to the emergency site, announce your arrival and obtain a briefing from the POD Operations Manager or other person in charge and familiarize yourself with any site restrictions or safety requirements.

· Determine the overall media policy for this POD location (i.e. will media visits be allowed? If not, an explanation. If so, under what circumstances—will a special opportunity be set up for reporters to interview/take photos and video of consenting POD visitors or staff?

· Brief all personnel on media policy. Make sure security is aware of restrictions on media access to the POD.

· Provide appropriate credentialing, safety briefing/equipment and visitation ground rules to any media who show up at the POD.

· Set up a briefing area for the news media and a schedule of briefing opportunities, if warranted. If briefings will not be held at your location, refer media to the JIC or other media center.

· Ensure that all media are escorted for the entire time they are on site.

· Immediately notify the Lead Media Relations Liaison if additional media escorts are needed at the POD.

· Call the JIC frequently for situation updates to ensure that you are sharing the most recent information with reporters.

· Notify the Lead Media Relations Liaison of situational changes at the scene.

· Ensure that all media inquiries are addressed in a timely manner.

· Ensure that media questions for which you do not yet have answers are forwarded quickly to the Lead Media Relations Liaison for a response.

· If you receive significant new information about the emergency from the site or a a reporter, share the information as quickly as possible with the Lead Media Relations Liaison or Information Dissemination Team Lead.

· Refer media questions, as appropriate, to other agencies.

· Brief your relief at shift change, ensuring that ongoing activities are identified and follow-up requirements are known.

Demobilization Phase:
· Ensure that any open actions not yet completed will be handled after demobilization. 

· Ensure that all required forms or reports are completed prior to demobilization.

· Participate in a “hot wash” evaluation of the media liaison function.

Forms for this position:
· Media Contact Logging Form

· Position/functional Activity Log

· General Message Form
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POD Job Action Sheet
Liaison Officer
Report to:
POD Supervisor

Supervise:
N/A
Purpose:
To coordinate POD activities with outside agencies
Qualifications:  ICS Training and administrative experience


Check-in:

· Arrive at POD at designated time with proper ID.

· Receive briefing from POD Supervisor and liaison counterpart.

· Review job action sheet.

· Obtain sign-in sheet.

· Sign for any assigned equipment using the Positional Accountability Log (PAL). 
Duties:

· Responsible for developing relationships and coordinating with outside agencies, such as local police, fire departments, community volunteer organizations, and other community-base organizations.

· Act as a POD Point of Contact (POC) to community organizations and government agencies. 

· Set up and coordinate with interagency contacts

· Monitor POD operations to identify potential inter-organizational problems.

· Participate in meeting, provide resource status, including limitations and capabilities

· Provide POD-specific demobilization information and requirements
· Maintain a positional record on ICS Form 214, Unit Log, for each shift.

· Perform other duties as directed by POD Supervisor.

· Provide regular reports to POD Supervisor.

Check-out:

· Debrief POD Supervisor.

· Hand in all documents to POD Supervisor.

· Brief replacement as necessary.

· Assist with demobilization as directed.

· Sign-out and turn in identification (e.g., vest, badge, etc.).

· Participate in after-action meetings, as directed.
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POD Job Action Sheet
Safety Officer
Report to:
POD Supervisor

Supervise:
N/A
Purpose:
Oversee POD safety issues and provide safety inspections
Qualifications:  Safety and administrative experience


Check-in:

· Arrive at POD at designated time with proper ID.

· Receive briefing from POD Supervisor.

· Review job action sheet.

· Sign for any assigned equipment using the Positional Accountability Log (PAL). 
Duties:

· Identify and mitigate hazardous situations

· Conduct an initial safety inspection of POD facilities, both interior and exterior using Safety Inspection Checklist (POD SOP #8)

· Ensure safety messages are created and disseminated in a timely manner

· Exercise emergency authority to stop and prevent unsafe acts.

· Review plans for safety implications

· Initiate preliminary investigations for all accidents within the POD

· Log inspections and findings on ICS Form 223, POD Risk Assessment Form

· Review and approve medical planning and strategies for safety issues.
· Maintain an ICS Form 214, Unit Log, for each shift.

· Perform other duties as directed by POD Supervisor.

· Provide regular reports to POD Supervisor.

Check-out:

· Debrief with POD Supervisor.

· Hand in all documents to POD Supervisor.

· Brief replacement as necessary.

· Assist with demobilization as directed.

· Sign-out and turn in identification (e.g., vest, badge, etc.).

· Participate in after-action meetings, as directed.
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POD Job Action Sheet
Medical Unit Leader

Report to:
POD Supervisor

Supervise:
Medication, Screening/Triage, Behavioral Health Task Force Leads
Purpose:
To oversee medication dispensing, vaccine administration, medical screening and first aid activities.  

Qualifications:  Strong supervisory skills.  Past experience in PODs. 
Check-in:

· Arrive at POD at designated time with proper photo ID and sign-in.

· Receive briefing from POD Supervisor.

· Review job action sheet. 
· Sign for any assigned equipment using the Positional Accountability Log (PAL). 
Duties:

· Brief team on job duties and assignments.

· Oversee, trouble-shoots, and problem-solves  unit operations.

· Determines need for supplies, materials and personnel.

· Maintains log for unit .

· Submit situation and resource status information to POD Supervisor.

· Briefs POD Supervisor on unit activities, as directed.

· Debrief with POD Supervisor, Medical Unit members at end of shift; brief replacement.

· Assist with demobilization, as directed.  

Check-out:

· Debrief with team leader.

· Brief replacement as necessary.

· Turn in any documentation.

· Demobilize station, as directed.

· Sign-out and turn in identification (e.g., vest, badge, etc.).

· Participate in after-action meetings, as directed.
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POD Job Action Sheet
Medication Task Force Leader

Report to:
Medical Unit Leader

Supervise:
Pharmacist, Vaccinators/Dispensers, Vaccinator/Dispenser Assistants, Runner

Purpose:
 To ensure efficient and effective dispensing of prophylaxis and vaccination to the public.

Qualifications:   Dispensing: Strong supervisory skills and experience in PODs

Vaccination: Nurse, nurse practitioner, physician assistant, pharmacist; strong supervisory skills


Check-in:

· Arrive at POD at designated time with proper photo ID and sign-in.

· Receive briefing from Medical Unit Leader.

· Review job action sheet.

· Sign for any assigned equipment using the Positional Accountability Log (PAL). 
Duties:
· Brief team and assign staff to specific duties.

· Ensure stations have appropriate pharmaceuticals, vaccine, and other needed equipment.

· Ensure stations are set-up properly.

· Oversee all aspects of vaccination or dispensing of medications to clients.

· Trouble-shoot “bottle-necks” in flow, reassigning staff as necessary.

· Ensure availability of medication or vaccination information sheets for clients.

· Oversee inventory tracking at stations.

· Ensure proper storage and security of medications and vaccines.

· Perform other duties as assigned by Medical Unit Leader.

Check-out:

· Debrief with unit leader.

· Brief replacement as necessary.

· Turn in any documentation to unit leader.

· Demobilize stations, as directed.

· Sign-out and turn in identification (e.g., vest, badge, etc.).

· Participate in after-action meetings, as directed.
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POD Job Action Sheet
Pharmacist 
Report to:
Medication Task Force Leader
Supervise:
Monitors the work of dispensers

Purpose:
 To support dispensing operations.

Qualifications:   Licensed pharmacist


Check-in:

· Arrive at POD at designated time with proper photo ID and sign-in.

· Receive briefing from Medication Task Force Leader.

· Review job action sheet.

· Sign for any assigned equipment using the Positional Accountability Log (PAL). 
Duties:
· Instruct staff on policies and methods for preparation of prophylaxis.

· Check and assist with set-up of pharmaceutical supplies and drug information sheets.

· Oversee dispensing of appropriate dosages, including appropriate labeling.

· Assess pharmaceutical supplies and request additional supplies as needed.

· Act as technical resource for Medical Unit staff.

· Counsel clients as appropriate.

· Ensure proper storage and security of medications.

· Perform other duties as assigned by Medication Task Force Leader.

Check-out:

· Debrief with task force leader.

· Brief replacement as necessary.

· Turn in all documentation.

· Demobilize station, as directed.

· Sign-out and turn in identification (e.g., vest, badge, etc.).

· Participate in after-action meetings, as directed.
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POD Job Action Sheet
Dispenser/Vaccinator

Report to:
Medication Task Force Leader

Supervise:
not applicable

Purpose:
 To dispense medication or administer prophylaxis

Qualifications:  Persons qualified to dispense medicine or administer prophylaxis under state law or who can be legally delegated to do so under appropriate supervision


Check-in:

· Arrive at POD at designated time with proper photo ID and sign-in.

· Receive briefing from Medication Task Force Leader.

· Review job action sheet.

· Sign for any assigned equipment using the Positional Accountability Log (PAL). 
Dispensing Duties:

· Set-up station with appropriate forms, equipment and supplies.

· Create labels for unit of dose per requirements.

· Place labels on dispensed medicine and intake form.

· Maintain security and proper storage of medications.

· Review client intake form.

· Dispense medicines to clients.

· Report problems with client flow to task force leader.

· Report need for additional supplies to Medicine Inventory Runner.

· Perform other duties as assigned by Medication Task Force Leader. 

Vaccination Duties:

· Set-up station with appropriate forms, equipment and supplies.

· Review client forms.

· Vaccinate clients.

· Report problems with client flow to task force leader.

· Report need for additional supplies to Medicine Inventory Runner.

· Alternate role with Vaccinator Assistant as needed.

· Perform other duties as assigned by Medication Task Force Leader.

Check-out:

· Debrief with task force leader.

· Brief replacement as necessary.

· Demobilize station, as directed.

· Turn in any documentation to task force leader.

· Sign-out and turn in identification (e.g., vest, badge, etc.).

· Participate in after-action meetings, as directed. 
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POD Job Action Sheet
Dispenser/Vaccinator Assistant

Report to:
Medication Task Force Leader

Supervise:
not applicable

Purpose:
 To prepare vaccines and related materials for vaccination of clients

Qualifications:  Persons qualified to dispense medicine or administer prophylaxis under state law or who can be legally delegated to do so under appropriate supervision


Check-in:

· Arrive at POD at designated time with proper photo ID and sign-in.

· Receive briefing from Medication Task Force Leader.

· Review job action sheet.

· Sign for any assigned equipment using the Positional Accountability Log (PAL). 

Duties:
· Assist in setting up station.

· Maintain security and proper storage of vaccine.

· Assist vaccinator by:

· Preparing needle and vaccine as needed.

· Reviewing client’s paperwork.

· Documenting that vaccine was administered on client forms.

· Assisting with bandaging as needed.

· Collect completed forms if necessary.

· Alternate role with Vaccinator as necessary.

· Perform other duties as assigned by Medication Task Force Leader.

Check-out:

· Debrief with task force leader.

· Brief replacement as necessary.

· Turn in any documentation to task force leader.

· Demobilize station, as directed.

· Sign-out and turn in identification (e.g., vest, badge, etc.).

· Participate in after-action meetings, as directed.
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POD Job Action Sheet
Screening/Triage Task Force Leader

Report to:
Medical Unit Leader

Supervise:
Screening/Triage Physician, Triage staff, Medical Screeners

Purpose:
 Oversee triage of arriving clients (symptom assessment), medical evaluation and first aid, 

Qualifications:  Nurse, nurse practitioner, physician assistant


Check-in:

· Arrive at POD at designated time with proper photo ID and sign-in.

· Receive briefing from Medical Unit Leader.

· Review job action sheet.

· Sign for any assigned equipment using the Positional Accountability Log (PAL). 
Duties:

· Brief task force and assign staff to specific duties.

· Advise task force on use of PPE.

· Ensure stations have necessary supplies, materials and equipment.

· Assist staff with trouble-shooting “bottle-necks” in flow; reassign staff as needed.

· Assist staff with clients who are disruptive or upset.

· Support task force members who respond to clients needing first aid or during a medical emergency.

· Provide regular reports to Medical Unit Leader.

· Perform other duties as assigned by Medical Unit Leader.

Check-out:

· Debrief with unit leader.

· Brief replacement as necessary.

· Turn in any documentation.

· Demobilize station, as directed.

· Sign-out and turn in identification (e.g., vest, badge, etc.).
· Participate in after-action meetings, as directed.
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POD Job Action Sheet
Triage Physician/Nurse
Report to:
 Screening/Triage Task Force Leader

Supervise:
Other medical personnel when providing medical care or treatment

Purpose:
 To evaluate potentially sick people, respond to medical emergencies, and provide first aid.

Qualifications:  Physician/Nurses or other medically trained individual licensed to practice in Oregon


Check-in:

· Arrive at POD at designated time with proper photo ID and sign-in.

· Receive briefing from Symptom Assessment/Triage Task Force Leader.

· Review job action sheet.

· Sign for any assigned equipment using the Positional Accountability Log (PAL). 
Duties:
· Set up station as appropriate.

· Evaluate symptoms to determine if identified people can enter pod or need to be referred to healthcare system.
· Provide first aid as necessary.

· Medically evaluate and determine appropriate care and treatment for persons if a medical emergency should arise.

· Act as a technical resource for POD staff.

· Perform other duties as assigned by Triage Task Force Leader.

Check-out:

· Debrief with task force leader.

· Brief replacement as necessary.

· Turn in any documentation to task force leader.

· Demobilize station, as directed.

· Sign-out and turn in identification (e.g., vest, badge, etc.).

· Participate in after-action meetings, as directed.
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POD Job Action Sheet
Medical Screener 1

Report to:
Screening/Triage Task Force Leader

Supervise:
not applicable

Purpose:
 Conduct initial screening of intake form for contraindications

Qualifications:   no specific qualifications


Check-in:

· Arrive at POD at designated time with proper photo ID and sign-in.

· Receive briefing from Medical Unit Leader.

· Review job action sheet.

· Sign for any assigned equipment using the Positional Accountability Log (PAL). 
Duties:
· Review client intake form for completeness.

· Direct client to vaccine station or give information if they are not able to receive vaccine.  
· Direct clients with questions that will not be answered further in the process to a health educator.

Check-out:

· Debrief with task force leader.

· Brief replacement as necessary.

· Turn in any documentation.

· Demobilize station, as directed.

· Sign-out and turn in identification (e.g., vest, badge, etc.).

· Participate in after-action meetings, as directed.
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POD Job Action Sheet
Medical Screener (AKA Consultation)
Report to:
Screening/Triage Task Force Leader

Supervise:
not applicable

Purpose:
 Conduct second screening and assess contraindications

Qualifications:   Able to work with algorithms and level minded.  Nurse, nurse practitioner, physician assistant preferred if available.

Check-in:

· Arrive at POD at designated time with proper photo ID and sign-in.

· Receive briefing from Screening Triage Task Force Leader.

· Review job action sheet.

· Sign for any assigned equipment using the Positional Accountability Log (PAL). 
Duties:
· Set up station as appropriate.

· Identify contraindications and obtain necessary health history information.

· Provide medical information and answer clients’ questions.

· Give medication and appropriate information if you are able.

· If client cannot take medication provided, refer to medical provider for follow-up.

Check-out:

· Debrief with task force leader.

· Brief replacement as necessary.

· Turn in any documentation.

· Sign-out and turn in identification (e.g., vest, badge, etc.).

· Demobilize station, as directed.

· Participate in after-action meetings, as directed.
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POD Job Action Sheet
Triage Staff

Report to:
Screening Triage Task Force Leader

Supervise:
not applicable

Purpose:
 Assess clients for symptoms before they enter the POD

Qualifications:  Good social skills, observant.


Check-in:

· Arrive at POD at designated time with proper photo ID and sign-in.

· Receive briefing from Triage Task Force Leader.

· Review job action sheet.

· Sign for any assigned equipment using the Positional Accountability Log (PAL). 
Duties:

· Use PPE as instructed by task force leader.
· Conduct triage outside of POD.
· Monitor clients arriving at POD.
· Make regular announcements to arriving clients that the POD is not a treatment center; redirect to a medical treatment facility.
· Identify ill patients.
· Redirect ill patients to a triage station to talk with triage physician/nurse, get medication for family and self if applicable.
· Respond to other POD staff who identify an ill client.
Check-out:

· Debrief with task force leader.

· Brief replacement as necessary.

· Turn in any documentation.

· Sign-out and turn in identification (e.g., vest, badge, etc.).

· Demobilize station, as directed.

· Participate in after-action meetings, as directed.
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POD Job Action Sheet
Behavioral Health Staff

Report to:
Medical Unit Leader

Supervise:
not applicable

Purpose:
 To assist POD clients or staff with special counseling or support.

Qualifications:  calm-headed, emergency behavioral health trained, chaplain

Check-in:

· Arrive at clinic at designated time with proper photo ID and sign-in.

· Receive briefing from Medical Unit Leader.

· Review job action sheet.
· Sign for any assigned equipment using the Positional Accountability Log (PAL). 
Duties:

· Set up station, ensuring private area to assist clients or staff.

· Provide mental health support, or education as needed.

· Refer persons to outside sources of support, as necessary.

· Direct client back into POD flow or exit as appropriate.

· Provide routine status reports to unit leader.

· Document all activities and actions taken.

· Perform other duties as assigned by unit leader.

Check-out:

· Debrief with unit leader.

· Brief replacement as necessary.

· Turn in any documentation.

· Sign-out and turn in identification (e.g., vest, badge, etc.).

· Demobilize station, as directed.

· Participate in after-action meetings, as directed.

County Public Health                                                         Standard Operating Procedure 

Point of Dispensing (POD)


       Job Action Sheet


POD Job Action Sheet
Facilities Unit Leader

Report to:
POD Supervisor

Supervise:
Supply runner, Facilities and IT staff, Ham Radio operators

Purpose:
Responsible for receipt, storage and distribution to POD stations of general, medication and vaccine supplies.  

Qualifications:  Strong organizational skills, inventory control experience


Check-in:

· Arrive at POD at designated time with proper photo ID.

· Open POD site, working with Facilities Representative if necessary.

· Sign-in when Personnel Coordinator station is set-up.

· Receive briefing from POD Supervisor.
· Sign for any assigned equipment using the Positional Accountability Log (PAL). 
· Review job action sheet.

Duties:

· Ensure receipt of supplies required to set-up and operate the POD.

· Assist POD Supervisor with setup of POD stations and signage (internal and external).

· Coordinate activities for arrival, receipt and storage of pharmaceuticals and other supplies.

· Prepared off-loading site.

· Ensure storage needs (i.e., temperature control).

· Work with Security Unit to secure medications and other supplies.

· Establish documentation and sign-off procedures for supply delivery.

· Utilize pharmaceutical inventory management forms for receiving, tracking and ordering pharmaceuticals (i.e., Bin Card, Room Record, Order Form)

· Direct runner to restock POD station supplies as needed.

· Provide updates to the POD Supervisor on pharmaceutical and other inventory issues.

· Work with Facilities Representative to:

· Follow schedule for garbage removal.

· Follow medical waste management protocols.

· Provide facility support, as needed, working with site facility staff. 

· Arrange for supplies and materials not available on-site through established ordering system.

· Maintain Facilities Unit log.

Check-out:

· Debrief with POD Supervisor.

· Brief replacement.

· Reconcile pharmaceuticals used and prepare items for return to EOC or RSS, as directed.

· Turn in all documentation.

· Assist with demobilization, as directed.

· Sign-out and turn in identification (e.g., vest, badge, etc.)
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POD Job Action Sheet
Facilities Representative
Report to:
Facilities Unit Leader

Supervise:
not applicable

Purpose:
 To assist Facilities Unit Leader with facilities management tasks.

Qualifications:   Individual who holds janitorial or facilities position at the site where the POD is being stood up.


Check-in:

· Arrive at POD at designated time with proper photo ID and sign-in.

· Receive briefing from Facilities Unit Leader.

· Review job action sheet.

· Sign for any assigned equipment using the Positional Accountability Log (PAL). 
Duties:

· Working with unit leader, IT staff and Ham Radio operators (if used):

· Unlock POD site, if necessary.

· Review location of needed furniture, equipment and supplies.

· Confirm availability of refrigeration.

· Assist with setup of equipment, as necessary.

· Trouble-shoot electrical, equipment or other facility-related problems.
· Ensure that HVAC system doesn’t have automatic shut off times that will affect POD operations
· Work with Facilities Unit Leader to:

· Follow schedule for garbage removal from staff break area, restrooms and POD stations.

· Follow medical waste management protocols for removal of medical waste.

Check-out:

· Tour site with POD Supervisor and Facilities Unit Leader noting any damage or missing items.

· Turn in any documentation to POD Supervisor.

· Assist with demobilization activities, as needed.

· Sign-out from POD and turn in identification (e.g., vest, badge, etc.).

· Participate in after-action meetings, as directed.
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POD Job Action Sheet
Information Technology Staff

Report to:
Facilities Unit Leader

Supervise:
not applicable

Purpose:
To maintain good working order of computer and communication 



equipment and devices.

Qualifications:   Information and communications technology experience; ability to engage in moderate physical activity


Check-in:

· Arrive at POD at designated time with proper photo ID and sign-in.

· Receive briefing from Facilities Unit Leader.

· Review job action sheet.

· Sign for any assigned equipment using the Positional Accountability Log (PAL). 
Duties:

· Set up computers or ensure working status of computers on-site.

· Ensure internet access, printer and fax connections.

· Test communication devices and assign to staff.

· Give “just in time” training on use of computers and communication devices to appropriate staff.

· Trouble-shoot problems with unit leader or Facilities staff, as needed.

Check-out:

· Debrief with unit leader.

· Brief replacement.

· Turn in any documentation.

· Assist with demobilization activities, as directed.

· Sign-out from POD and turn in identification (vest, badge, etc).

· Participate in after-action meetings, as directed.
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POD Job Action Sheet
Ham Radio Operator

Report to:
Facilities Unit Leader

Supervise:
not applicable

Purpose:
 To provide redundant communications at POD.

Qualifications:  Experienced Ham Radio Operator


Check-in:

· Arrive at POD at designated time with proper photo ID and sign-in.

· Receive briefing from Facilities Unit Leader.

· Review job action sheet.

· Sign for any assigned equipment using the Positional Accountability Log (PAL). 
Duties:

· Set up ham radio station.

· Give incoming messages to runner to carry to POD Supervisor.

· Send messages as directed by POD Supervisor.

· Maintain log of in-coming and out-going messages.

Check-out:

· Debrief with Facilities Unit Leader.

· Brief replacement.

· Turn in any documentation.

· Demobilize station, when directed.

· Sign-out and turn in identification (e.g., vest, badge, etc.).

· Participate in after-action meetings, as directed.
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POD Job Action Sheet
Supply Runner

Report to:
Facilities Unit Leader

Supervise:
not applicable

Purpose:
To assist unit leader and POD stations with maintaining necessary medications and supplies

Qualifications:   Ability to remain standing for lengthy periods of time and carrying supplies.


Check-in:

· Arrive at POD at designated time with proper photo ID and sign-in.

· Receive briefing from Facilities Unit Leader.

· Review job action sheet.

· Sign for any assigned equipment using the Positional Accountability Log (PAL). 
Duties:

· Carry supplies to POD stations as directed. 

· Track medication inventory as utilized on both the BIN card and the Dispensing LOG (check that these are the actual form names)
· Take requests for supplies from POD stations.

· Report supply requests to unit leader.

· Assist with off-loading and storage of in-coming supplies.

· Assist unit leader with inventory control tasks.

· Perform other duties as assigned.

Check-out:

· Debrief with unit leader at end of shift.

· Brief replacement, as necessary.

· Turn in any documentation.

· Assist with demobilization activities, as directed.

· Sign-out from POD and turn in identification (e.g., vest, badge, etc.).

· Participate in after-action meetings, as directed.
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POD Job Action Sheet
Dispensing Supply Runner

Report to:
Medication Task Force Leader

Supervise:
not applicable

Purpose:
 To delivery supplies and materials to dispensing/vaccination stations.

Qualifications:   Ability to remain on feet for an extended time and carry supplies.


Check-in:

· Arrive at POD at designated time with proper photo ID and sign-in.

· Receive briefing from POD Flow Unit Leader.

· Review job action sheet.

· Sign for any assigned equipment using the Positional Accountability Log (PAL). 
Duties:

· Assist with monitoring supplies at dispensing/vaccination stations.

· Deliver requests for additional supplies to Facilities Unit.

· Perform other duties as assigned by unit leader.

Check-out:

· Debrief with unit leader.

· Brief replacement as necessary.

· Turn in any documentation.

· Demobilize station, as directed.

· Sign-out and turn in identification (e.g., vest, badge, etc.).
· Participate in after-action meetings, as directed.
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POD Job Action Sheet
Runner

Report to:
POD Flow Unit Leader

Supervise:
not applicable

Purpose:
 Provide support to POD staff.

Qualifications:  Ability to remain on feet for an extended time and carry supplies.


Check-in:

· Arrive at POD at designated time with proper photo ID and sign-in.

· Receive briefing from POD Flow Unit Leader.

· Review job action sheet.

· Sign for any assigned equipment using the Positional Accountability Log (PAL). 
Duties:

· Take assigned position.

· Deliver messages and supplies as requested.

· Perform other duties as assigned by unit leader.

Check-out:

· Debrief with unit leader.

· Brief replacement as necessary.

· Turn in any documentation.

· Participate in demobilization activities, as directed.

· Sign-out and turn in identification (e.g., vest, badge, etc.).

· Participate in after-action meetings, as directed.
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POD Job Action Sheet
Education/Forms Unit Leader

Report to:
POD Supervisor

Supervise:
Greeter, health educators, interpreters

Purpose:
Responsible for oversight of the completion of intake forms by person receiving prophylaxis and educating these persons about the medication and disease.

Qualifications:   Health education background; strong supervision skills


Check-in:

· Arrive at POD at designated time with proper photo ID and sign-in.

· Receive briefing from POD Supervisor.

· Review job action sheet.

· Sign for any assigned equipment using the Positional Accountability Log (PAL). 
Duties:

· Brief staff on job duties and review educational and intake forms with staff.

· Supervise set-up of unit stations. 

· Oversee staff activities, including:

· Orienting the public to the process:

· Complete the intake form handed out.

· Review health education materials.

· Receive prophylaxis.

· Estimated length of the process.

· Location of public restrooms.

· Assisting the public with completing the intake form accurately by:

· Answering questions;

· Working with interpreters to assist non-English speakers;

· Responding to disruptive clients;

· Reading intake form for individuals who are unable to read. 

· Review each individual’s form, double-checking for completeness.

· Maintain unit log.

Check-out:

· Debrief with POD Supervisor and unit.

· Brief replacement.

· Turn in any documentation to POD Supervisor.

· Assist with demobilization, as directed.  

· Sign-out and turn in identification (e.g., vest, badge, etc.)
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POD Job Action Sheet
POD Flow Unit Leader

Report to:
POD Supervisor

Supervise:
Flow Monitors
Purpose:
Responsible for efficient flow through the clinic.

Qualifications:   Understanding of POD setup and flow


Check-in:

· Arrive at POD at designated time with proper photo ID and sign-in.

· Receive briefing from POD Supervisor.

· Review job action sheet.

· Sign for any assigned equipment using the Positional Accountability Log (PAL). 
Duties:

· Brief unit members and assign to POD posts.

· Work with other unit leads to shift staffing patterns if needed to regulate flow

· Supervise staff activities including: 

· Monitoring flow

· Directing people to appropriate entrances/exits, stations, personnel, etc.

· Resolving “bottle-necks” in flow.

· Addressing disruptive client behavior.

· Notifying Facilities Unit Lead of restocking needs.

· Maintain unit log.

Check-out:

· Debrief with POD Supervisor and POD Flow Unit.

· Brief replacement.

· Turn in any documentation to POD Supervisor.

· Assist with demobilization, as directed.

· Sign-out and turn in identification (e.g., vest, badge, etc.).

· Participate in after-action meetings, as directed.
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POD Job Action Sheet
Greeters

Report to:
Education/Forms Unit Leader

Supervise:
not applicable

Purpose:
 To greet clients as they enter the clinic.

Qualifications:   Enjoys working with people; good social skills 


Check-in:

· Arrive at POD at designated time with proper photo ID and sign-in.

· Receive briefing from Education/Forms Unit Leader.

· Review job action sheet.
· Sign for any assigned equipment using the Positional Accountability Log (PAL). 
Duties:

· Set up station.

· Greet clients as they enter.

· Identify non-English speakers and clients with special needs.  Alert float staff to assist.

· Identify clients with pre-filled out forms or Dispense Assist Voucher (if applicable)

· Provide clients with intake form and education sheets.

· Refer client questions to appropriate health educator.

· Watch clients for symptomatic people and direct to triage.

· Report disruptive client behavior to unit leader.

· Report low supply of materials to unit leader.

· Performed other duties as assigned by unit leader.

Check-out:

· Debrief with unit leader.

· Brief replacement as necessary.

· Turn in any documentation to unit leader.

· Demobilize station, as directed.

· Sign-out and turn in identification (e.g., vest, badge, etc.).

· Participate in after-action meetings, as directed.
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POD Job Action Sheet
Forms Distribution
Report to:
Education/Forms Unit Leader

Supervise:
not applicable

Purpose:
 To distribute forms to clients as they enter the POD.

Qualifications:   Enjoys working with people; good social skills 


Check-in:

· Arrive at POD at designated time with proper photo ID and sign-in.

· Receive briefing from Education/Forms Unit Leader.

· Review job action sheet.
· Sign for any assigned equipment using the Positional Accountability Log (PAL). 
Duties:

· Set up/organize station.

· Greet clients as they approach the station.

· Identify non-English speakers and clients with special needs.  

· Provide clients with intake and medical screening forms, plus education materials.

· Answer questions or refer questions to appropriate health educator.

· Watch clients for symptomatic persons and direct to triage.

· Report disruptive client behavior to unit leader.

· Report low supply of materials to unit leader.

· Performed other duties as assigned by unit leader.

Check-out:

· Debrief with unit leader.

· Brief replacement as necessary.

· Turn in any documentation to unit leader.

· Demobilize station, as directed.

· Sign-out and turn in identification (e.g., vest, badge, etc.).

· Participate in after-action meetings, as directed.
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POD Job Action Sheet
Interpreter

Report to:
Education/Forms Unit Leader

Supervise:
not applicable

Purpose:
 To help non-English speakers understand the intake form, health education materials and POD procedures.

Qualifications:   Ability to read and speak the needed language; good social skills; experience in public health or the medical field.


Check-in:

· Arrive at POD at designated time with proper photo ID and sign-in.

· Receive briefing from Education/Forms Unit Leader.

· Review job action sheet.

· Sign for any assigned equipment using the Positional Accountability Log (PAL). 
Duties:

· Familiarize yourself with all forms, materials and POD flow procedures.

· Work with other Education/Form unit staff to identify and assist non-English speakers.

· Assist clients with completing the intake form.

· Assist clients in understanding the health education materials or provide with language-appropriate materials.

· Accompany clients through POD, as necessary.

· Provide routine reports to unit leader.

· Report disruptive client behavior to unit leader.

· Performed other duties as assigned by unit leader.

Check-out:

· Debrief with unit leader.

· Brief replacement, as necessary.

· Assist with demobilization, as directed.

· Sign-out and turn in identification (e.g., vest, badge, etc.).

· Participate in after-action meetings, as directed.
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POD Job Action Sheet
Flow Monitor

Report to:
POD Flow Unit Leader

Supervise:
not applicable

Purpose:
 Ensure the efficiency of client movement through the POD

Qualifications:  Ability to remain on feet for an extended time and carry supplies; good social skills


Check-in:

· Arrive at POD at designated time with proper photo ID and sign-in.

· Receive briefing from POD Flow Unit Leader.

· Review job action sheet.

· Sign for any assigned equipment using the Positional Accountability Log (PAL). 
Duties:

· Direct people to appropriate entrances/exits, stations, personnel, etc.

· Monitor how people are moving through the POD  

· Trouble-shoot with unit leader on ways to resolve “bottle-necks.”

· Report disruptive client behavior to unit leader.

· Perform other duties as assigned by unit leader.

Check-out:

· Debrief with unit leader.

· Brief replacement.

· Turn in any documentation.

· Demobilize station, as directed.

· Sign-out and turn in identification (e.g., vest, badge, etc.).

· Participate in after-action meetings, as directed.
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POD Job Action Sheet
Health Educator

Report to:
Education/Forms Unit Leader

Supervise:
not applicable

Purpose:
To answer questions and education clients as appropriate for the event.

Qualifications:   Public health or medical background, good communication skills.


Check-in:

· Arrive at POD at designated time with proper photo ID and sign-in.

· Receive briefing from Education/Forms Unit Leader.

· Review job action sheet.

· Sign for any assigned equipment using the Positional Accountability Log (PAL). 
Duties:

· Set up station with appropriate materials and AV equipment, as applicable.

· Answer clients’ questions within scope of training and qualifications.

· Identify non-English speakers.  Alert runner to direct client to a translator.

· Maintain adequate supply levels.  Report inventory needs to unit leader.

· Provide routine reports to unit leader.

· Report disruptive client behavior to unit leader.

· Performed other duties as assigned by unit leader.

Check-out:

· Debrief with unit leader.

· Brief replacement as necessary.

· Turn in any documentation.

· Demobilize station, as directed.

· Sign-out and turn in identification (e.g., vest, badge, etc.).

· Participate in after-action meetings, as directed.
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POD Job Action Sheet
Security  Control Unit Leader

Report to:
POD Supervisor

Supervise:
Security personnel, traffic controllers

Purpose:
Responsible for on-site security and crowd/traffic control at mass clinics, and internal/external security. Position also manages parking issues.  Works with Personnel Coordinator to ensure proper identification and monitoring of POD staff.

Qualifications:  Law enforcement or security background, strong supervision skills, understanding of clinic set-up and client flow


Check-in:

· Arrive at POD at designated time with proper photo ID and sign-in.

· Receive briefing from POD Supervisor.

· Review job action sheet.

· Sign for any assigned equipment using the Positional Accountability Log (PAL). 
Duties:

· Review security/traffic control plan or,

· Perform security and traffic control assessment, if plan does not exist.

· Post security personnel at entrance/exit points, parking area and supply storage site.

· Open doors to POD personnel, as needed, working with the Personnel Coordinator.  

· Open doors to the public at POD Supervisor’s direction.

· Direct security/traffic control staff to: 

· Direct people to appropriate entrances/exits, stations, etc.; 

· Watch for and resolve “bottle-necks” in traffic flow; 

· Monitor and report number of waiting clients; 

· Work with Clinic Float lead to adjust staffing if congestion is noted;

· Watch for, and assist with, any disruptive behaviors;

· Watch for symptomatic people and direct to off-site medical services; 

· Call for back up or alert 911, as needed.

· Work with Facilities unit leader to secure medication and other supplies, including:

· Securing delivery site;

· Directing incoming vehicles with supplies to delivery site;

· Securing supplies.

· Maintain security unit log.

· Provide regular reports to the POD Supervisor.

Check-out:

· Debrief with POD Supervisor, Facilities unit leader at end of shift.

· Brief replacement.

· Turn in all documentation to POD Supervisor.

· Assist with demobilization activities, as directed.

· Sign-out and turn in identification (e.g., vest, badges, etc.)

· Participate in after-action meetings, as directed.
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POD Job Action Sheet
Security Personnel

Report to:
Security Control Leader

Supervise:
not applicable

Purpose:
To coordinate internal and external safety, pedestrian and vehicular traffic control activities at the POD.    

Qualifications:  none. Preferred: security background or crowd control training 


Check-in:

· Arrive at POD at designated time with proper ID and sign-in.

· Receive briefing from Security Unit leader.

· Review job action sheet.

· Sign for any assigned equipment using the Positional Accountability Log (PAL). 
Duties:

· Review security and traffic control plan with unit leader, or

· Work with unit leader to perform security and traffic control assessment if a site-specific plan is not in place.

· Man assigned position.

· Perform duties as assigned, which may include:

· Work with Personnel Coordinator to confirm identification of POD staff.

· Secure POD supplies, entrances and exits.

· Monitor behavior of public at the POD.

· Assist staff with disruptive client behaviors;

· Watch for symptomatic people and direct to triage; 

· Work with Traffic Control to direct and confirm identification of delivery vehicles.

· Secure POD material delivery site.

· Call for back up or alert 911, as needed.

· Perform other duties as assigned by unit leader.

· Report security incidents and suspicious occurrences to unit leader.

· Provide regular reports to unit leader.

Check-out:

· Debrief with unit leader.

· Brief replacement, as necessary.

· Turn in all documentation.

· Assist with demobilization activities, as directed.

· Sign-out from POD and turn in identification (e.g., vest, badge, etc.).

· Participate in after-action meetings, as directed.
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POD Job Action Sheet
Traffic Controller

Report to:
Security Unit Leader

Supervise:
not applicable

Purpose:
To control and monitor the flow of pedestrian and vehicular traffic outside of the POD.

Qualifications:   Traffic Control Training

Check-in:

· Arrive at POD at designated time with proper ID and sign-in.

· Receive briefing from Security Unit leader.

· Review job action sheet.

· Review security and traffic control plan with unit leader, or

· Work with unit leader to perform security and traffic control assessment if a site-specific plan is not in place.

· Sign for any assigned equipment using the Positional Accountability Log (PAL). 
Duties:

· Man assigned position.

· Perform duties as assigned, which may include:

· Direct vehicular traffic;

· Direct the public to appropriate entrances/exits; 

· Monitor and resolve traffic flow problems; 

· Work with security personnel, as needed, to identify and direct supply vehicles;

· Monitor and resolve parking issues.

· Record and report traffic control incidents to unit leader.

Check-out:

· Debrief with unit leader.

· Brief replacement.

· Turn in all documentation to unit leader.

· Assist with demobilization activities, as directed.

· Sign-out from POD and turn in identification (e.g., vest, badge, etc.).

· Participate in after-action meetings, as directed.
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