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	POD Jobs
	

	Admin/Finance Manager
	SECTION
	

	
	Administrative & Finance
	


QUALIFICATIONS:  Non-medical, administrative, finance background preferred.

REPORT TO:  Site Director
JOB ACTIONS:
· Supervise administrative and finance staff and oversee all personnel and record functions. Perform problem solving as needed. 

· Make staffing assignments for Admin/Finance section. Distribute POD Jobs for assigned staff.
· Ensure that all Admin/Finance staff members complete the training process specific for their job and have received vaccination and/or medication.

· Maintain log of on-site training conducted.

· Provide staffing support for all clinic sections.

· Ensure that all Admin/Finance staff members receive instruction regarding client information confidentiality. 
· In conjunction with the Safety Officer, ensure that all Admin/Finance staff has been advised of appropriate personal protective equipment.

· Maintain listing of appropriate emergency communications systems and phone numbers.

· Monitor staff for stress and fatigue.  Make arrangements for staff breaks.

· Maintain client records.

· Oversee client data entry and record storage procedures.     

· Document costs incurred in clinic operation.

· Document staff time in support of clinic operations.

· Send appropriate reports to the Site Director.

SHIFT CHECKLIST:
· Report to the Site Director.

· Sign personnel checklist and report to assigned station.

· Wear badge at all times.   

· Turn in required forms to the Site Director. 

· Receive client forms and all clinic records for central storage and access.

· Provide briefing to oncoming Admin/Finance Manager.  
· At the end of the shift report to the Site Director and sign out.
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	POD Jobs
	

	Floater
	SECTION
	

	
	Administrative & Finance
	


QUALIFICATION:  Non-medical, volunteers
REPORT TO:  Volunteer Coordinator

JOB ACTIONS:
· Make rounds of clinic stations frequently to assist clinic personnel and deliver supplies as needed.  

· Help maintain clinic flow.  

· Assist with handicapped and elderly.

· Answer telephones.

· Collect forms.

· Additional duties as assigned by the Volunteer Coordinator.

SHIFT CHECKLIST:
· Report to the Volunteer Coordinator.

· Sign personnel checklist and report to assigned station.

· Wear badge at all times.

· Provide briefing to the oncoming Floater.

· At the end of the shift, report to the Volunteer Coordinator and sign out.

	POD Jobs
	

	Records/Data Entry Clerk
	SECTION
	

	
	Administrative & Finance
	


QUALIFICATIONS:  Non-medical/Volunteer

REPORT TO:  Admin/Finance Manager

JOB ACTIONS:  

· Collects and stores all vaccination, prescription, or medical history forms in a secure area hourly until the clinic is demobilized.  

· Enters appropriate client information into provided data entry system.

· Prepares reports for the Site Director and other clinic staff as needed.  

· Ships records to appropriate public health region when directed.  

SHIFT CHECKLIST:

· Report to the Admin/Finance Manager.  

· Sign personnel checklist.      

· Wear badge at all time.

· Provide briefing to the oncoming Records Clerk and Data Entry staff.

· At the end of the shift, report to the Admin/Finance Manager and sign out.  

	POD Jobs
	

	Volunteer Coordinator
	SECTION
	

	
	Administrative & Finance
	


QUALIFICATION:  Non-medical (background experience in managing volunteer 




programs or large events with basic computer and internet skills)

REPORT TO:  Admin/Finance Manager

JOB ACTIONS:

· Supervise actions of volunteer area staff.  Act in these positions as necessary.

· Make staffing assignments for volunteer area staff.  Distribute POD Jobs for assigned staff.

· Ensure all volunteer area staff members complete the training process for their job and have received vaccination and/or medication.

· Maintain log of on-site training conducted.

· In conjunction with the Safety Officer, ensure all volunteer area staff has been advised of appropriate personnel protective equipment.

· Review clinic flow and stations with staff members.

· Coordinate with the Site Director and section managers as to staffing needs. 

· Access community organizations for volunteer staff and coordinate recruitment efforts.  

· Maintain roster of persons available for volunteer assignments.  

· Maintain schedule of times that the volunteers will be available to work.    

· Ensure appropriate recognition and retention activities for ongoing participation of volunteers.  

· Conduct recall of the volunteers when clinic is activated for a real event or for an exercise. 

· Validate volunteer credentials at clinic check-in and log time and labor. Issue appropriate vest and badge to clinic staff at shift check-in.  Collect vests and badges at end of shift.

SHIFT CHECKLIST:

· Report to the Admin/Finance Manager.

· Sign personnel checklist and report to assigned work area.

· Wear badge at all times.

· Provide briefing to the oncoming Volunteer Coordinator.

· At the end of the shift, report to the Admin/Finance Manager and sign out.

	POD Jobs
	

	Site Director
	SECTION
	

	
	Command & Control
	


QUALIFICATIONS:  Skilled management/supervision of clinical functions and personnel.  
REPORT TO:  Incident Commander of the appropriate Emergency Operations Center          

                        (EOC) and to the Public Health Regional Command Center (RCC) 

                         Incident Commander. 

JOB ACTIONS UPON ACTIVATION:
· Locate Clinic Instruction Manual in pre-deployed supply kits.

· Activate the clinic section managers for staff recall. 

· Receive a briefing from the local health department (LHD) or local EOC.  Ensure knowledge of mission and communicate any concerns or problems prohibiting mission completion.

· Review Clinic Instruction Manual with the section managers.  Review all standard operating guidelines (SOG) and clinic plans.

· Review site design layout and hours of operation in view of the current event situation and projected client processing.

· In conjunction with the clinic section managers, determine staffing needs and acquire appropriate staff resources through the Volunteer Coordinator.  

· Implement personnel activations.  

· Oversee staffing schedule and assignments.

· Oversee staff credentialing/identification in collaboration with the Admin/Finance Manager and the Volunteer Coordinator.

· Review the chain-of-command and performance expectations per the POD Jobs.

· Review clinic forms for appropriateness and accuracy.

· Review site security, medication storage, and traffic flow patterns with the Logistics Manager, Safety Manager, and Security Manager.

· Receive a briefing statement from the EOC and/or RCC and ensure the appropriate staff receive the latest event information concerning environmental conditions, identification of the affected local emergency management structure, any hazards or threats to staff safety and health, pertinent or unique cultural or local considerations, shift considerations, transition instructions to incoming staff, information flow, and reporting requirements.

· Notify the EOC and RCC when dispensing site is ready to accept clients.

· Establish interface with local officials (EOC, county judge, mayor, law enforcement, etc.).
· Prepare and transmit situation reports as required by the EOC and RCC.

· Refer media inquiries to appropriate public information officers.
	POD Jobs
	

	Communications Coordinator
	SECTION
	

	
	Logistics
	


QUALIFICATIONS:  
· Non-medical, computer and telecommunications systems experience preferred.
· General knowledge of audiovisual, radio, telephone, and networking systems helpful.

REPORT TO:  Logistics Manager

JOB ACTIONS:
· Supervise actions of Communications staff and operation of telecommunications / audiovisual equipment.  Act in these positions as necessary.

· Determine special telecommunication/audiovisual needs and obtain material and staff support as situation dictates.

· Make staffing assignments. Distribute POD Jobs for assigned staff.
· Ensure that all Communications staff members complete the training process specific for their job and have received vaccination and/or medication.

· Maintain log of on-site training conducted.

· In conjunction with Safety Officer, ensure that all Communications staff has been advised of appropriate personal protective equipment.
· Ensure assigned staff has a badge with name, job title and assigned station.   

· Review clinic flow and stations with staff members.  

·  Responsible for troubleshooting and repair of all telecommunications/audiovisual equipment used in clinic operations.

· Provide messaging support for clinic staff.

· Obtain access codes for installed facility security systems and copier systems and control usage.

· Establish and maintain redundant communications with the Emergency Operations Center (EOC), local law enforcement, Regional Command Center (RCC) and other locations as directed.

· Maintain local emergency phone number and radio frequency list.  

SHIFT CHECKLIST:
· Report to the Logistics Manager.

· Sign personnel checklist and report to assigned station.

· Wear badge at all times.

· Provide briefing to the oncoming Communications Manager.

· At end of shift, report to the Logistics Manager and sign out.

	POD Jobs
	

	Food Service Coordinator
	SECTION
	

	
	Logistics
	


QUALIFICATIONS:  Non-medical, food service experience preferred.

REPORT TO:  Logistics Manager

JOB ACTIONS:
· Ensure that there are adequate food and beverages for site personnel.

· In coordination with the Safety Officer, provide necessary fluids for clients.

· Coordinate all food, beverages, and food service support from community or outside resources.

· Coordinate serving times with the section managers. 

· Ensure proper food temperature, sanitation, and garbage disposal at all times.

· Document donations and/or purchases.
SHIFT CHECKLIST:
· Report to the Logistics Manager.

· Sign personnel checklist and report to assigned station.

· Wear badge at all times.

· Provide briefing to the oncoming Food Service Coordinator.

· At the end of the shift, report to the Logistics Manager and sign out.

	POD Jobs
	

	Information Technology (IT) Technician
	SECTION
	

	
	Logistics
	


QUALIFICATIONS:  
· Experienced Information Technology (IT) support individual.  
· School district/facility IT personnel preferred. 

· Microsoft data basing and spreadsheet software experience.  
· Internet, and email capabilities preferred.  
· Networking experience helpful. 

REPORT TO:  Communications Coordinator

JOB ACTIONS:
· Set up all IT systems needed to collect data, report data, and connect to the internet and intranets.  

· Set up special communications systems, including internet-based emergency management programming (WEBEOC).

· Work with facility staff to obtain and manage password systems for installed computer systems.

· Provide training and support to data entry personnel.  Act in data entry role as required.

· Troubleshoot system problems.  Obtain support services if needed.

· Upon demobilization, return all equipment and software to its original state.

· Ensure software licensing regulations are followed and that unauthorized copying of software does not occur. 

SHIFT CHECKLIST:
· Report to the Communications Coordinator.

· Sign personnel checklist and report to assigned station.

· Wear badge at all times.

· Provide debriefing to the oncoming IT Technician.

· At end of shift report to the Communications Coordinator and sign out.

	POD Jobs
	

	Inventory Control Technician
	SECTION
	

	
	Logistics
	


QUALIFICATIONS:  
· Non-medical.  
· Computer skills in databases, spreadsheets, with internet and email skills.  
· Inventory management experience helpful.

REPORT TO:  Supply Coordinator

JOB ACTIONS:  
· Maintains accurate records reflecting receipt, issuance, and distribution of external shipment of Strategic National Stockpile (SNS) assets.    

· Provides routine reports to the Supply Coordinator reflecting the type and the quantity of SNS assets on hand.  

· Use standardized electronic record keeping and reporting software as provided.

· Maintain backup hard copy records for use in the event that electronic software fails.

· Upon demobilization, provide consolidated records of all SNS transactions to the Supply Coordinator.

SHIFT CHECKLIST:
· Report to the Supply Manager.

· Sign personnel checklist and report to assigned station.

· Wear badge at all times.

· Provide briefing to the oncoming Inventory Control Technician.

· At the end of the shift, report to the Supply Coordinator and sign out.

	POD Jobs
	

	Logistics Manager
	SECTION
	

	
	Logistics
	


QUALIFICATIONS:  
· Non-medical, experienced in supply and/or merchandise management, warehouse management. 

· Have good organizational skills and management experience. 

REPORT TO:  Site Director
JOB ACTIONS:

· Supervise Logistics staff and oversee all site support functions. Perform problem solving as needed. 

· Make staffing assignments for Logistics section. Distribute POD Jobs for assigned staff.
· Ensure that all Logistics staff members complete the training process specific for their job and have received vaccination and/or medication.

· Ensure that all Logistics staff members receive instructions regarding client and Strategic National Stockpile (SNS) information confidentiality. 

· Maintain log of on-site training conducted.

· In conjunction with the Safety Officer, ensure that all Logistics staff have been advised of appropriate personal protective equipment.

· Ensure adequate restrooms available onsite or arrange for portable sanitation facilities.

· Oversee emergency communications systems and phone numbers.

· Notify the Site Director of requirements and order needed supplies through the Emergency Operations Center (EOC).  

· Monitor staff for stress and fatigue.  Make arrangements for staff breaks.

· Assist with emergency situations.

· In conjunction with the Safety Manager, ensure that Incident Reports are filled out as necessary for injuries or loss/damage to property. 

· Upon demobilization, oversee the recovery of all remaining SNS assets and prepare for return as directed.  Ensure site facility is returned to its original condition.

· Send appropriate reports to the Site Director at required intervals.

SHIFT CHECKLIST:

· Report to the Site Director.

· Sign personnel checklist and report to assigned station.

· Wear badge at all times.

· Provide briefing to the oncoming Logistics Manager.

· At the end of the shift, report to the Site Director and sign out.
	POD Jobs
	

	Maintenance & Custodial Care
	SECTION
	

	
	Logistics
	


QUALIFICATIONS:  
· Non-medical, maintenance, and custodial experience preferred. 
· Existing facility staff preferred. 

REPORT TO:  Logistics Manager

JOB ACTIONS:

· Ensures cleanliness of site including restrooms, break rooms, workstations, and office areas.  

· Keep restrooms, break rooms, and other areas stocked with appropriate consumable supplies such as toilet paper, paper towels, trash bags, etc.  Notify the Logistics Manager if supplies must be procured.

· Monitor clinic areas for spills, etc. that might compromise the safety of clients and staff.

· Monitor and arrange for portable restroom servicing.

· Ensure compliance with blood-borne pathogen / hazardous / medical waste protocols.

· Perform minor maintenance as required.  Coordinate major facility repair issues.

· Assist with clinic setup and breakdown.

SHIFT CHECKLIST:

· Report to the Logistics Manager.

· Sign personnel checklist and report to assigned station.

· Wear badge at all times.

· Provide briefing to oncoming facility maintenance, and custodial care staff.

· At the end of the shift, report to the Logistics Manager and sign out.

	POD Jobs
	

	Supply Coordinator
	SECTION
	

	
	Logistics
	


QUALIFICATIONS:  
· Non-medical.  
· Shipping/receiving, inventory control, warehouse management backgrounds.

REPORT TO:  Logistics Manager

JOB ACTIONS:

· Supervise actions of inventory control staff and material handlers. Act in these positions as necessary.

· Make staffing assignments. Distribute POD Jobs for assigned staff.
· Ensure that all clinic staff members complete the training process specific for their job and have received vaccination and/or medication.

· Maintain log of on-site training conducted.

· In conjunction with the Safety Officer, ensure that all Supply staff has been advised of appropriate personal protective equipment.
· Ensure assigned staff have a badge with name, job title, and assigned station.   

· Review clinic flow and stations with staff members.  

· Oversee all clinic supply needs.

· Order supplies through channels determined by the Emergency Operations Center (EOC) and/or Regional Command Center (RCC).

· Supply all stations with needed equipment, supplies, forms, etc.

· Ensure that the vaccine or medication is properly handled and stored.

· Oversee inventory control of received, distributed, and used vaccine and/or medication and equipment.

· Provide reports at directed intervals to Logistics Manager.

· Oversee redistribution of Strategic National Stockpile (SNS) assets as directed.

· Upon demobilization, recover all remaining (SNS) assets and prepare for return as directed. 

SHIFT CHECKLIST:

· Report to the Logistics Manager.

· Sign personnel checklist and report to assigned station.

· Wear badge at all times.

· Coordinate with section managers at the beginning of each shift to determine supply needs.

· Monitor staff for stress and fatigue.  Make arrangements for staff breaks.

· Provide briefing to the oncoming Supply Coordinator.

· At the end of the shift, report to the Logistics Manager and sign out.

	POD Jobs
	

	Clinic Manager
	SECTION
	

	
	Operations
	


QUALIFICATIONS:  Licensed health care professional.

REPORT TO: Site Director
JOB ACTIONS:

· Supervise Operations/Clinic staff and oversee all clinic functions. Perform problem solving as needed. 

· Make staffing assignments. Distribute POD Jobs for assigned staff.
· Ensure that all clinic staff members complete the training process specific for their job and have received vaccination and/or medication.

· Maintain log of on-site training conducted.

· Ensure that all clinic staff receives instruction regarding client information confidentiality.

· In conjunction with Safety Officer, ensure that all clinic staff has been advised of appropriate personal protective equipment.

· Assist with emergency medical situations.

· Review storage, handling, and cleanup instructions for the vaccine and/or medication being used with the appropriate staff before beginning each shift.

· Ensure that Incident Reports are filled out as necessary for injuries or loss/damage to property and filed with Safety Officer. 

· Keep list of appropriate emergency communications systems & phone numbers.

· Post appropriate blood-borne pathogen exposure control protocols.

· Monitor staff for stress and fatigue.  Make arrangements for staff breaks.

· Maintain records reflecting client throughput, waiting times, number of clients assigned to isolation and / or quarantine, number of clients transported, and locations to where clients were sent.     

· Send appropriate reports to the Site Director.

SHIFT CHECKLIST:

· Report to the Site Director.

· Sign personnel checklist and report to Operations work area.

· Wear badge at all times. 

· Visit all operations section stations during each shift.  

· Turn in required forms to the Site Director. 

· Take reports from all stations.

· Receive from the Triage Coordinator Bioagent the Contact Referral and EMS transport forms. Notify Local/Regional Health Authority of all contact cases and disposition. 

· Provide briefing to the oncoming Clinic Manager.  Conduct tour of Operations Section stations.

· At the end of the shift, report to the Site Director and sign out.
	POD Jobs
	

	Contact Evaluator (1 of 2)
	SECTION
	

	
	Operations
	


QUALIFICATIONS:  Public Health Personnel, preferred
REPORT TO:  Triage Coordinator

JOB ACTIONS:

· Register identified contacts and their household contacts for surveillance using Bioagent Contact Referral Form.  Forward form to Triage Coordinator.

· Provide client Screening and Consent, Record of Immunization/Prophylaxis, and client advisory forms as needed.  Assist in completing forms as necessary.
· Instruct and provide written Contact Instructions to identified contacts and their household contacts regarding:

· Sign/symptoms of exposure to bioagent(s)

· Any travel restrictions

· Contact surveillance process

· Reporting requirements
· If client is confirmed not to be exposed, direct/escort to Education station for normal client mainstreaming.
· If contact has symptoms of bioagent exposure:

· Give contact Instructions

· Notify the Triage Coordinator, Clinic Manager, and Site Director

· If appropriately licensed and trained, begin vaccinating and/or medicating of contact clients by dispensing approved drugs, alternative drugs, or vaccinating rather than mainstreaming into the normal vaccination and/or medication process. 

· Direct client to isolation, or Emergency Medical Support for immediate treatment
· If contact is confirmed to be exposed, but has no symptoms:

· If contact has contraindications precluding vaccination and/or medication but no symptoms of bioagent exposure:

· Provide Dispensing Coordinator list of client symptoms that preclude vaccination and/or medication and attempt to gain alternative prophylactic method.  

· If appropriately licensed and trained, begin vaccinating and/or medicating of potential contact clients by dispensing approved drugs, alternative drugs, or vaccinating rather than mainstreaming into the normal vaccination and/or medication process.
· Give contact Instructions

· Notify Triage Coordinator, Clinic Manager, and Site Director

· Direct client to quarantine

	POD Jobs
	

	Contact Evaluator (2 of 2)
	SECTION
	

	
	Operations
	


· Assist other evaluation/dispensing stations as situation allows.

SHIFT CHECKLIST:

· Report to the Triage Coordinator.

· Sign personnel checklist and report to assigned station.

· Wear badge at all times.

· Register all contacts.  

· Provide briefing to the oncoming Contact Evaluator.

· At the end of the shift, report to the Triage Coordinator and sign out.

	POD Jobs
	

	Crisis Counselor
	SECTION
	

	
	Operations
	


QUALIFICATIONS: Counseling experience

                                 (Mental Health Workers, Social Workers, School Counselor, Clergy)
REPORT TO:  Education Coordinator

JOB ACTIONS:

· Provide crisis counseling for clients and clinic staff. 

· Observe clients and clinic staff for sign of fear, frustration, anger, and attempt to provide comfort.

· Monitor the environment and alert security staff of concerns of potential violent situations.  

· Coordinate vaccination and/or medication of adult mentally challenged clients or minor children who self-present without adult/guardian supervision present.  Client will be evaluated by licensed medical evaluator and vaccinated and/or medicated with written instructions provided for follow-up care.   

SHIFT CHECKLIST:

· Report to Education Coordinator.

· Sign personnel checklist and report to assigned station.

· Wear badge at all times.

· Provide briefing to oncoming Counselor.

· Sign off/report to Education Coordinator.

	POD Jobs
	

	Dispensing Coordinator
	SECTION
	

	
	Operations
	


QUALIFICATIONS:  Registered Pharmacist or Licensed Physician, Physicians 
                                  Assistant, Clinical Nurse Specialist, Nurse Practitioner (with 
                                  prescriptive authority)

REPORT TO:  Clinic Manager

JOB ACTIONS:

· Supervise actions of dispensing area personnel. Act in these positions as necessary.

· Make staffing assignments. Distribute POD Jobs for assigned staff.
· Ensure that all dispensing area personnel complete the training process specific for their job and have received vaccination and/or medication.

· Maintain log of on-site training conducted.

· In conjunction with the Safety Officer, ensure that all dispensing area staff have been advised of the appropriate personal protective equipment.

· Meet with the Vaccinators/Dispensers and review dispensing site operations to ensure they have a clear understanding of client flow and dispensing protocols.  Train medical and pharmaceutical staff in use of algorithms and other prescribing tools. 

· Defer from vaccinating and/or medicating those clients who are contraindicated (unless health authority waives deferrals due to contraindications).  Prescribe alternative solutions if possible to preclude contraindications.  

· Ensure young children and guardians/parents are directed to appropriate dispensing stations for algorithm determination.

· If appropriately licensed, direct the reconstitution/compounding of vaccine and/or medication per Standing Delegation Orders.  

· Oversee the dispensing of appropriate vaccine and/or medication per Standing Delegation Orders and recording of comments on the back of the Screening & Consent Signature Form.

· Monitor client throughput and resolve bottlenecks.  Make recommendations for throughput improvement.

· Dispense vaccine and/or medication to clients as duties allow.

· Direct non-consent and contraindicated clients to shelter-in-place.  Document client disposition on back of Screening and Consent form.

SHIFT CHECKLIST:

· Report to the Clinic Manager.

· Sign personnel checklist and report to assigned station.

· Wear badge at all times.

· Provide briefing to the oncoming Dispensing Coordinator.

· At the end of the shift, report to the Clinic Manager and sign out.

	POD Jobs
	

	Education Coordinator
	SECTION
	

	
	Operations
	


QUALIFICATIONS:  Volunteers with some teaching experience 

REPORT TO:  Clinic Manager

JOB ACTIONS:

· Supervise actions of Education area staff. Act in these positions as necessary.

· Make staffing assignments. Distribute POD Jobs for assigned staff.
· Ensure that all Education area staff complete the training process specific for their job and have received vaccination and/or medication.

· Maintain log of on-site training conducted.

· In conjunction with the Safety Officer, ensure that all Education area has been advised of appropriate personal protective equipment.
· Ensure assigned staff has a badge with name, job title and assigned station.   

· Review clinic flow and stations with staff members.  

· Review information with staff members regarding client confidentiality and proper completion of forms.  

· If all “NO” answers sign as a witness after client has signed the Medical History/Consent form, send to dispensing area.

· If any “YES” or “BLANK” answers highlight the contraindication, do not sign as a witness and send to medical evaluator/screener area.  

· Do not separate family members.  If separation deemed necessary, contact Clinic Manager for assistance.  

SHIFT CHECKLIST:

· Report to the Clinic Manager.

· Sign personnel checklist and report to appropriate station.

· Wear badge at all times  

· Monitor staff for stress and fatigue. Make arrangements for staff breaks.
· Provide briefing to the oncoming Education Coordinator.

· At the end of the shift report to the Clinic Manager, and sign out. 

	POD Jobs
	

	Educator
	SECTION
	

	
	Operations
	


QUALIFICATIONS:  Volunteers with some teaching experience

REPORT TO:  Education Coordinator

JOB ACTIONS:

· Pick up enough clients from the holding area to fill your room.  

· Conduct client orientation (show film and/or explain fact sheets).

· Distribute and explain Medical History/Consent form to clients.

· Assist clients with completing forms.  

· Review forms for completeness and accuracy.  

· If all “No” answers sign as a witness after client has signed the Medical History/Consent form, send to dispensing area.

· If any “Yes” answers highlight the contraindication, do not sign as a witness and send to medical evaluator/screener area.  

· Route families with mixed History/Consent forms to the Medical Evaluator in order to not separate families.

SHIFT CHECKLIST:

· Report to the Education Coordinator.

· Sign personnel checklist and report to the Educator station. 

· Wear badge at all times.

· Ensure each client has a Screening and Consent form and Record of Immunization/Prophylaxis.  

· Provide briefing to oncoming the Educator personnel.

· Sign off/report to the Education Coordinator.

	POD Jobs
	

	Emergency Medical Support
	SECTION
	

	
	Operations
	


QUALIFICATIONS:  Certified/licensed EMS personnel or other medical personnel trained in 
                                  emergency care.  
REPORT TO:  Triage Coordinator
JOB ACTIONS:

· Provide first aid for clients and clinic personnel within the scope of licensure and protocols.  

· Use universal precautions to prevent exposure to blood-borne pathogens.  Immediately report any blood-borne pathogen exposure to the Triage Coordinator.

· Maintain an EMS form of emergency care given and provide a copy to the Triage Coordinator.

· Transport clients and/or clinic personnel as needed.  

SHIFT CHECKLIST:

· Report to the Triage Coordinator.

· Sign personnel checklist and report to assigned station.

· Wear badge at all times.

· Provide briefing to oncoming Emergency Medical Support personnel.

· At the end of the shift, report to the Triage Coordinator; turn in all forms used during the shift, and sign out.

	POD Jobs
	

	Exit Educator
	SECTION
	

	
	Operations
	


QUALIFICATIONS:  Volunteers, Teachers, Social Workers 

REPORT TO:  Education Coordinator

JOB ACTIONS:

· Ensure that the client/patient has all of the necessary information sheets and instructions. (Example: vaccine and/or medication information sheet, follow-up medication procedures, smallpox vaccination site care, etc.)

· Answer any final questions and remind participant to keep and follow all instructions received.  

· Inform client to report adverse reactions to medical provider. 

· Maintain supply of extra information and instruction sheets for distribution, if necessary.

SHIFT CHECKLIST:

· Report to the Clinic Manager.

· Sign personnel checklist and report to assigned station. 

· Wear badge at all times.

· Provide briefing to the oncoming Exit Educator personnel.

· Sign off/report to the Clinic Manager.

	POD Jobs
	

	Greeter
	SECTION
	

	
	Operations
	


QUALIFICATIONS:  Clerical/Volunteer
REPORT TO:  Education Coordinator

JOB ACTIONS:

· Review and familiarize self with dispensing site surroundings for workstation locations, office areas, lavatories, first aid, and break room.  

· Maintain traffic control around the entrance into the triage area.  
· Greet clients as they arrive.  

· Attempt to separate well clients from ill clients.

· Keep families together.

· Do not allow anyone into clinic area until they have been triaged.  

· Direct clients as necessary to maintain order at the entry area and client flow into triage station.

· Assess client and notify the Education Coordinator regarding client special needs, concerns, or problems.

· Call clinic security for backup as necessary.

· Obtain translator or other assistance for special needs clients, if necessary.  

SHIFT CHECKLIST:

· Report to the Education Coordinator.

· Sign personnel checklist and report to proper station.

· Wear badge at all times.

· Provide briefing to the oncoming Greeter personnel.  

· At the end of the shift, report to the Education Coordinator, report all problems encountered during the shift, and sign out. 

	POD Jobs
	

	ILL Client Evaluator
	SECTION
	

	
	Operations
	


QUALIFICATIONS:  Licensed Physician, Physicians Assistant, Nurse Practitioner

REPORT TO: Triage Coordinator

JOB ACTIONS:

· Evaluate/examine ill clients identified at triage station.

· Provide backup consultation for contacts and/or individuals with possible contraindications identified by the Medical Evaluators.

· Evaluate any immediate problems (e.g. fainting or anaphylaxis) following dispensing; complete documentation. 

· Direct clients to next appropriate station. 

· Direct / escort contact clients to EMS station for transportation to hospital/isolation/quarantine facility.

SHIFT CHECKLIST:

· Report to the Triage Coordinator.

· Sign personnel checklist and report to appropriate station.

· Wear badge at all times. 

· Provide briefing to the oncoming ILL Client Evaluator.

· Provide the Triage Coordinator hourly all of the Bioagent Contact Referral forms and EMS transport forms. 

· At the end of the shift report to the Triage Coordinator and sign out.

	POD Jobs
	

	Medical Evaluator
	SECTION
	

	
	Operations
	


QUALIFICATIONS:  Licensed Physician, Physicians Assistant, Nurse Practitioner

REPORT TO: Dispensing Coordinator

JOB ACTIONS:

· Evaluate and provide counseling to clients/patients referred by medical screener or other evaluation stations.

· Determine appropriate vaccination and/or medication options or deferral.

· Direct to appropriate dispensing station, isolation / quarantine / shelter in place location or treatment facility. 

SHIFT CHECKLIST:

· Report to the Dispensing Coordinator.

· Sign personnel checklist and report to assigned station.

· Wear badge at all times. 

· Provide briefing to the oncoming Medical Evaluator.

· At the end of the shift, report to the Dispensing Coordinator, and sign out. 

	POD Jobs
	

	Medical Screener
	SECTION
	

	
	Operations
	


QUALIFICATIONS:  Physician Assistant, Nurse Practitioner, Nurse, other medical 
                                  professionals, certified/licensed EMS personnel

REPORT TO:  Dispensing Coordinator

JOB ACTIONS:

· Gives the appropriate fact sheets.

· Review client history for contraindications.

· Note highlighted contraindications and record comments on the back of the Screening & Consent Form.

· Direct to:

· Medical Evaluator, if necessary due to contraindication

· Vaccinate and/or medicate, if not contraindicated

· Sign Screening and Consent forms as witness if informed consent is given by client.

· Direct non-consent cases to Dispensing Coordinator.

SHIFT CHECKLIST:

· Report to the Dispensing Coordinator.

· Sign personnel checklist and report to assigned station.

· Wear badge at all times.

· Provide briefing to the oncoming Medical Screener.

· At end of shift, report to the Dispensing Coordinator, and sign out.

	POD Jobs
	

	Translator
	SECTION
	

	
	Operations
	


QUALIFICATONS:  Ability to communication in foreign language(s) or sign language.

REPORT TO:  Education Coordinator

JOB ACTIONS:

·    Work with greeters to identify clients with language barriers requiring translators.

·    Maintain log identifying numbers of clients and what non-English languages were served by the translator. Record count of services provided, to include:

· Assistance in filling out forms

· Answering questions

· Translate for individuals who are non-English speaking or in need of sign language and are not accompanied by someone who can translate for them.   

· Assist clients with completion of forms. 

SHIFT CHECKLIST:

· Report to the Education Coordinator.

· Sign personnel checklist.

· Wear badge at all times.

· Provide briefing to the oncoming Translator personnel.

· Sign off/report to the Education Coordinator.

	POD Jobs
	

	Triage Coordinator
	SECTION:
	Operations
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QUALIFICATIONS:  Nurse, Nurse Practitioner, Physicians Assistant, EMT, or Paramedic  

REPORT TO: Clinic Manager

JOB ACTIONS:

· Supervise actions of the Triage personnel. Act in these positions as necessary.

· Make staffing assignments. Distribute POD Jobs for assigned staff.
· Ensure that all of the Triage area personnel complete the training process specific for their job and have received vaccination and/or medication.

· Maintain log of on-site training conducted.

· In conjunction with the Safety Officer, ensure that all clinic staff has been advised of appropriate personal protective equipment.
· Screen clients for disease or contact with identified agent. Utilize triage protocol for screening clients for disease or contact with identified agent. 

· Direct/escort ill clients to the Ill Client Evaluation Area. 

· Direct/escort symptomatic or exposed individuals and their family members to Contact Surveillance Area.  

· Direct all others to the main clinic flow.

SHIFT CHECKLIST:

· Report to the Clinic Manager.

· Sign personnel checklist and report to the appropriate station.

· Wear badge at all times.

· Distribute laminated triage sheet to personnel.

· Monitor staff for stress and fatigue. Make arrangements for staff breaks.

· Provide briefing to the oncoming Triage personnel.

· Receive from the Ill Client Evaluator all of the Bioagent Contact Referral forms and EMS transport forms.  Provide to the Clinic Manager hourly.

· At the end of the shift, report to the Clinic Manager.
	POD Jobs
	

	Triage Staff
	SECTION
	

	
	Operations
	


QUALIFICATIONS:  Nurse, Nurse Practitioner, Physicians Assistant, EMT, or Paramedic

REPORT TO: Triage Coordinator

JOB ACTIONS:

· Screen clients for disease or contact with identified agent. Utilize triage protocol for screening clients for disease or contact with identified agent. 

· Direct/escort ill clients to the ILL Client Evaluation Area. 

· Direct/escort symptomatic or exposed individuals and their family members to the Contact Surveillance Area.  

· Direct all others to the main clinic flow.

SHIFT CHECKLIST:

· Report to the Triage Coordinator.

· Sign personnel checklist and report to the appropriate station.

· Wear badge at all times.

· Screen clients using triage questions.

· Provide briefing to the oncoming Triage personnel.

· At the end of the shift, report to Triage Coordinator and sign out.

	POD Jobs
	

	Vaccinators / Dispensers
	SECTION
	

	
	Operations
	


QUALIFICATIONS:   Pharmacist, Pharmacy Technician, Physician, Physician Assistant, 
                                   Nurse Practitioner, Nurse, Paramedic, Veterinarian, Dentist, or 
                                   other approved personnel

REPORT TO:  Dispensing Coordinator

JOB ACTIONS:

· Review protocols.  

· Verify that the client is to be vaccinated / medicated.

· Verify that the Screening and Consent Signature Form has been signed and witnessed.  

· Address any remaining questions.

· Administer vaccine and/or medication according to protocol.  

· Fill out labels and apply identification number to the Screening and Consent Form.  Sign consent form as dispenser.

· Hold client forms until picked up by records management staff.  

· Immediately request assistance from EMS or the Dispensing Coordinator if signs or symptoms of an adverse reaction appear.  Follow adverse reaction protocols.

· Immediately report any blood-borne pathogen exposure to the Dispensing Coordinator.  

· Collect Screening and Consent Forms.  

· Send client to Exit station.  

SHIFT CHECKLIST:

· Report to the Dispensing Coordinator.

· Sign personnel checklist and report to assigned station.

· Wear badge at all times.

· TREAT CONTAMINATED MATERIALS AS INFECTIOUS WASTE AND PAY STRICT ATTENTION TO HAND HYGIENE.

· Provide briefing to the oncoming Vaccinator/Dispenser personnel.

· At the end of the shift report to the Dispensing Coordinator, and sign out. 

	POD Jobs
	

	Plans & Intelligence Manager
	SECTION
	

	
	Planning & Intelligence
	


QUALIFICATIONS:  Emergency Management.

REPORT TO:  City or County Emergency Operations Center (EOC), Public Health 


   Regional Command Center (RCC), or Local Health Department 



   Command Center.  Act as liaison with the Site Director.

JOB ACTIONS:
· Perform planning functions prior to event.

· Work in conjunction with emergency management teams from local and regional operations centers.
SHIFT CHECKLIST:
· Report to the Emergency Management Coordinator.

· Perform functions assigned at the EOC or RCC.

	POD Jobs
	

	Safety Officer
	SECTION
	

	
	Safety
	


QUALIFICATIONS:  Safety/security experience preferred.

REPORT TO:  Site Director

JOB ACTIONS:

· Ensure safety of clients and staff.

· Ensure adequate inventory of safety supplies and personal protective equipment.  Issue personal protective equipment to site staff.

· Request additional supplies as needed from the Emergency Operations Center (EOC).

· Maintain open communication with all of the section managers.  

· Provide safety training as may be appropriate.

· Ensure medical and biohazard waste is properly handled and disposed of.

· Document all clinic staff or client accidents/injury on designated city/county forms.

· Monitor clinic site for safety concerns on a continual basis.  

· Correct identified hazards immediately.  Notify the Site Director of hazards which cannot be corrected immediately.  Isolate hazards which cannot be corrected if possible.

SHIFT CHECKLIST:

· Report to the Site Director.

· Sign personnel checklist.

· Wear badge at all times.

· Provide briefing to the oncoming Safety Officer.

· At the end of the shift, report status of any accidents/injuries concerning clinic staff or clients to the Site Director. Sign out.

	POD Jobs
	

	Security Director
	SECTION
	

	
	Security
	


QUALIFICATIONS:  Licensed peace officer preferred.  

REPORT TO: Site Director
JOB ACTIONS:

· Supervises Security Staff; coordinates clinic security, ingress, egress, and parking issues with local law enforcement. 

· Supervise Transportation Coordinator if assigned. 
· Make staffing assignments for Security stations.  Distribute POD Jobs for assigned staff.
· Maintain security of clinic supply storage site.

· Maintain perimeter and interior security of clinic.

· Ensure that all clinic staff members complete the training process specific for their job and have received vaccination and/or medication.

· Maintain log of on-site training conducted.
· Supervises identification and badging of clinic staff at shift check-in.  
· In conjunction with the Safety Officer, ensure that all clinic staff has been advised of appropriate personal protective equipment.

SHIFT CHECKLIST:

· Report to the Site Director.

· Sign personnel checklist and report to assigned station.

· Wear badge at all times.

· Provide briefing to the oncoming Security Manager.

· At the end of the shift, report to the Site Director and sign out.

	POD Jobs
	

	Transportation Coordinator
	SECTION
	

	
	Security
	


QUALIFICATIONS:  
· Be familiar with local roadways and licensing requirements for commercial and bus drivers. 

· Mass transportation experience preferred.

REPORT TO: Local Emergency Management Coordinator and/or clinic Security 
                         Director (as determined by local plan)
JOB ACTIONS:

· Arrange for transportation of clinic volunteers and the mass population from staging area to the clinic site and return.   

· Schedule arrivals/departures of public at the clinic site to maintain good clinic/traffic flow.  

· Communicate transportation issues with Security Director, Clinic Manager, Emergency Operations Center (EOC), and local law enforcement.  

· Supervise/coordinate bus drivers. 

· Coordinate transportation of special populations to the clinic site.  

· Coordinate maintenance of transportation assets. 

SHIFT CHECKLIST:

· Report to Emergency Management Coordinator and/or clinic Security Director.  

· Sign personnel checklist and report to assigned station.      

· Wear badge at all time.

· Provide briefing to the oncoming Transportation Coordinator.

· At the end of the shift, report to supervisor and sign out.  
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