County Public Health                                                          Standard Operating Procedure 

Point of Dispensing (POD)



         SOP #5


POD Operating Procedures

POD Personnel Credentialing
1.  References: The Oregon State Strategic National Stockpile Plan and Local Policy (as applicable).
2. General: The POD Personnel Coordinator, in conjunction with the Security Team Lead, is responsible for credentialing POD staff members and volunteers.  
3. Procedures: 
a. Prior to POD opening, the POD Personnel Coordinator will receive a list of the initial POD Stand Up team. Personnel will be filled from DOC/EOC resources, CERT, and/or community volunteer organizations.
i. All initial POD members must sign into the POD to register for credentialing.

ii. An official form of photo identification (ID) is required (i.e. state driver’s license, state ID card, county photo ID credentials, city photo ID, etc.)

iii. Assignments will be handed out and positions filled for the most critical areas first, depending on the number and qualifications of assigned personnel.

iv. Badges and other forms of credentialing will be made and handed out to each POD team member.
b. Master Personnel Roster: Serves a three-fold purpose and is a matter of the POD official record. The Master Personnel Roster:

i. Serves as a continuous on-going log of all personnel assigned to the POD

ii. It is also the master roster for photo identification validation

iii. It logs all badge numbers
c. Credentialing: All POD personnel must be verified with picture identification (ID) prior to assuming their POD duties. Non-verifiable persons will need to secure picture ID before they can be assigned to a post.

i. All (initial and subsequent shift) personnel must be logged in on the Master Personnel Roster.

ii. Badges will be issued prior to, or shortly after, shift change briefings, depending on the initial demand for badges.

iii. Off duty POD members will keep their badges throughout the duration of the POD deployment.

[image: image1.png]




1)   Electronic Badging. When computer access is available, use Microsoft Word to create uniform badging for POD personnel. From a blank Word document, go to the top menu bar:
a) Click on Tools

b) Click on Letters and Mailings

c) Click on Envelopes and Labels

d) Select Avery Standard (default)

e) From the Drawdown menu, click on Options

f) Scroll down to “Name Badge Inserts – CB74C (3” X 4”) 

2) Manual Badging. In the event that a computer or other badging equipment are not available, refer to Appendix D, where there are pre-made badges with badge numbers ranging from #1 to #150 (this is a recommended practice).

a) Simply write the person’s name and POD Position on the badge

b) Cross-reference and record the badge number on the Master Personnel Log

3) 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.

d. Follow-On Shifts: will be coordinated and assigned by the Department (of Health and Human Services) Operations Center (DOC), once the POD deployment duration is determined to be longer than the initial 12-hour shift.

i. All follow-on POD members will need to sign into the POD and be registered on the Master Personnel Roster. Repeat paragraph 3a i. through iv. above, for credentialing of subsequent shift personnel.
e. No Shows: In the event that POD position personnel do not show up for duty, the Personnel Coordinator will confer with DOC Operations Section or recall other persons from the Master Personnel Roster to fill the position.
f. Credential Turn-In: Once the determination has been made, all personnel Team Leads will collect the badges and turn them in to the Personnel Coordinator. The Coordinator will destroy the Name Tags and save the Badges for recycling back in the POD Go Kit.
g. Refer to Appendix C, JIT Training #1, Badging and Credentialing for specific Badging procedures.
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