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	POD Tasks
	

	Admin/Finance Manager
	SECTION
	

	
	Administrative & Finance
	


Completion of the following tasks is highly recommended for this job.

	CD Registration
	Register your copy of this CD.

	Personal Checklist
	Review this checklist for the list of personal items that are recommended to be brought to the POD should your POD be activated.

	Organizational Chart
	Review the POD organizational chart. Understand where this job assignment is located within the organizational chart and who this position reports to.

	POD Jobs
	Review the job guidelines for this position which includes the qualifications recommended for this position, who this position reports to, job actions, and a shift checklist.

	Job Action Checklist
	Review this checklist for the recommended steps to follow in POD activation, operation, and deactivation of the Admin/Finance section.

	Call Down List
	Develop and maintain a call down list for all Admin/Finance section staff and volunteers. Provide updated call down lists to the Site Director.

	Volunteer Recruitment and Credentialing
	Develop and/or review your volunteer recruitment and credentialing plans.

	Financial Record Keeping System
	Familiarize yourself with the local financial record keeping system that will be used for maintaining a record of expenditures associated with POD set up and operations. Understand how to use the record keeping system.  If no record keeping system exists, discuss this issue with the Site Director and determine how financial records will be maintained during the event.

	Medical Record Keeping System
	Familiarize yourself with the local medical record keeping system that will be used for maintaining a record of client intake forms and associated contact information. Understand how to use the record keeping system.  If no record keeping system exists, discuss this issue with the Site Director and determine how medical records will be maintained during the event.

	POD Site Orientation
	Perform a walk-through of the facility that will serve as your POD.           *This visit should be scheduled by your Volunteer Coordinator*

	County ICS Overview
	County Incident Command System (ICS) overview scheduled with and provided by your local Emergency Management Coordinator.

	Tasks & Training Report
	Completion of this report allows your public health department and Volunteer Coordinator to track volunteer completion of job related tasks and training for your community POD.

	Return to Main Menu


	POD Tasks
	

	Floater
	SECTION
	

	
	Administrative & Finance
	


Completion of the following tasks is highly recommended for this job.

	CD Registration
	Register your copy of this CD.

	Personal Checklist
	Review this checklist for the list of personal items that are recommended to be brought to the POD should your POD be activated.

	Organizational Chart
	Review the POD organizational chart. Understand where this job assignment is located within the organizational chart and who this position reports to.

	POD Jobs
	Review the job guidelines for this position which includes the qualifications recommended for this position, who this position reports to, job actions, and a shift checklist.

	POD Site Orientation
	Perform a walk-through of the facility that will serve as your POD.           *This visit should be scheduled by your Volunteer Coordinator*

	Tasks & Training Report
	Completion of this report allows your public health department and Volunteer Coordinator to track volunteer completion of job related tasks and training for your community POD.

	Return to Main Menu


	POD Tasks
	

	  Records / Data Entry Clerk
	SECTION
	

	
	Administrative & Finance
	


Completion of the following tasks is highly recommended for this job.
	CD Registration
	Register your copy of this CD.

	Personal Checklist
	Review this checklist for the list of personal items that are recommended to be brought to the POD should your POD be activated.

	Organizational Chart
	Review the POD organizational chart. Understand where this job assignment is located within the organizational chart and who this position reports to.

	POD Jobs
	Review the job guidelines for this position which includes the qualifications recommended for this position, who this position reports to, job actions, and a shift checklist.

	Financial Record Keeping System
	Familiarize yourself with the local financial record keeping system that will be used for maintaining a record of expenditures associated with POD set up and operations. Understand how to use the record keeping system.  If no record keeping system exists, discuss this issue with the Admin/Finance Manager and determine how financial records will be maintained during an event.

	Medical Record Keeping System
	Familiarize yourself with the local medical record keeping system that will be used for maintaining a record of client intake forms and associated contact information. Understand how to use the record keeping system.  If no record keeping system exists, discuss this issue with the Admin/Finance Manager and determine how medical records will be maintained during an event.

	Computer Equipment
	Familiarize yourself with the computer equipment , internet access and  computer access codes to be used at the POD site. * Upon activation *

	POD Site Orientation
	Perform a walk-through of the facility that will serve as your POD.           *This visit should be scheduled by your Volunteer Coordinator*

	Task & Training Report
	Completion of this report allows your public health department and Volunteer Coordinator to track volunteer completion of job related tasks and training for your community POD.

	Return to Main Menu


	POD Tasks
	

	Volunteer Coordinator
	SECTION
	

	
	Administrative & Finance
	


Completion of the following tasks is highly recommended for this job.

	CD Registration
	Register your copy of this CD.

	Personal Checklist
	Review this checklist for the list of personal items that are recommended to be brought to the POD should your POD be activated.

	Organizational Chart
	Review the POD organizational chart. Understand where this job assignment is located within the organizational chart and who this position reports to.

	POD Jobs
	Review the job guidelines for this position which includes the qualifications recommended for this position, who this position reports to, job actions, and a shift checklist.

	Volunteer Brochure
	Review the volunteer recruitment brochure. Print and distribute the brochure to recruit volunteers for the operation of your POD.

	Volunteer Poster
	Review the volunteer recruitment poster (if available). Print and distribute the poster to recruit volunteers for the operation of your POD.

	Key Site and Staff Info.
	In coordination with the Site Director, develop and maintain a list of critical POD site and POD Staff information.

	Call Down List
	In coordination with the Site Director, develop and maintain a master Call Down List for all POD staff and volunteers

	Volunteer Recruitment and Credentialing
	Develop and/or review your volunteer recruitment and credentialing plans.

	POD Site Orientation
	Schedule and coordinate POD Site Orientation for all POD staff and volunteers.

	County ICS Overview
	County Incident Command System (ICS) overview scheduled with and provided by your local Emergency Management Coordinator.

	Tasks & Training Report
	Completion of this report allows your public health department and Volunteer Coordinator to track volunteer completion of job related tasks and training for your community POD.

	Return to Main Menu


	POD Tasks
	

	Site Director
	SECTION
	

	
	Command & Control
	


Completion of the following tasks is highly recommended for this job.
	CD Registration
	Register your copy of this CD.

	Personal Checklist
	Review this checklist for the list of personal items that are recommended to be brought to the POD should your POD be activated.

	Organizational Chart
	Review the POD organizational chart. Understand where this job assignment is located within the organizational chart and who this position reports to.

	POD Jobs
	Review the job guidelines for this position which includes the qualifications recommended for this position, who this position reports to, job actions, and a shift checklist.

	Key Site and Staff Info.
	In coordination with the Site Director, develop and maintain a list of critical POD site and POD Staff information.

	Call Down List
	In coordination with the Site Director, develop and maintain a master Call Down List for all POD staff and volunteers

	Public Information  and Communication
	Identify who is going to be responsible for public information and communication in regard to message development and dissemination to the media for POD operations. Does your County or Community have a Public Information Officer? Discuss this issue with the Local/State Health Department or with the Emergency Management Coordinator as appropriate.

	POD Site Orientation
	Perform a walk-through of the facility that will serve as your POD.           *This visit should be scheduled by your Volunteer Coordinator*

	County ICS Overview
	County Incident Command System (ICS) overview scheduled with and provided by your local Emergency Management Coordinator.

	Tasks & Training Report
	Completion of this report allows your public health department and Volunteer Coordinator to track volunteer completion of job related tasks and training for your community POD.

	Return to Main Menu


	POD Tasks
	

	Communications Coordinator
	SECTION
	

	
	Logistics
	


Completion of the following tasks is highly recommended for this job.
	CD Registration
	Register your copy of this CD.

	Personal Checklist
	Review this checklist for the list of personal items that are recommended to be brought to the POD should your POD be activated.

	Organizational Chart
	Review the POD organizational chart. Understand where this job assignment is located within the organizational chart and who this position reports to.

	POD Jobs
	Review the job guidelines for this position which includes the qualifications recommended for this position, who this position reports to, job actions, and a shift checklist.

	Communication Systems
	Identify and understand how to use the redundant communication systems that will be used to communicate with the Emergency Operations Center (EOC), local law enforcement, Regional Command Center (RCC) and other locations as directed. Discuss this issue with the Logistics Manager.

	Emergency Phone Number and Radio Frequency List
	Identify and understand how to use the redundant communication systems that will be used to communicate with the Emergency Operations Center (EOC), local law enforcement, and other locations as directed. Receive guidance on this issue from the Logistics Manager, Site Director, or Emergency Management Coordinator.

	Access Codes
	Obtain POD facility access codes for security systems, copier systems, and restrict access to these codes

	POD Site Orientation
	Perform a walk-through of the facility that will serve as your POD.           *This visit should be scheduled by your Volunteer Coordinator*

	Tasks & Training Report
	Completion of this report allows your public health department and Volunteer Coordinator to track volunteer completion of job related tasks and training for your community POD.

	Return to Main Menu


	POD Tasks
	

	Food Service Coordinator
	SECTION
	

	
	Logistics
	


Completion of the following tasks is highly recommended for this job.
	CD Registration
	Register your copy of this CD.

	Personal Checklist
	Review this checklist for the list of personal items that are recommended to be brought to the POD should your POD be activated.

	Organizational Chart
	Review the POD organizational chart. Understand where this job assignment is located within the organizational chart and who this position reports to.

	POD Jobs
	Review the job guidelines for this position which includes the qualifications recommended for this position, who this position reports to, job actions, and a shift checklist.

	POD Site Orientation
	Perform a walk-through of the facility that will serve as your POD.           *This visit should be scheduled by your Volunteer Coordinator*

	Tasks & Training Report
	Completion of this report allows your public health department and Volunteer Coordinator to track volunteer completion of job related tasks and training for your community POD.

	Return to Main Menu


	POD Tasks
	

	Information Technology (IT) Technician
	SECTION
	

	
	Logistics
	


Completion of the following tasks is highly recommended for this job.
	CD Registration
	Register your copy of this CD.

	Personal Checklist
	Review this checklist for the list of personal items that are recommended to be brought to the POD should your POD be activated.

	Organizational Chart
	Review the POD organizational chart. Understand where this job assignment is located within the organizational chart and who this position reports to.

	POD Jobs
	Review the job guidelines for this position which includes the qualifications recommended for this position, who this position reports to, job actions, and a shift checklist.

	Computer Equipment
	Familiarize yourself with the computer equipment, internet access and computer access codes to be used at the POD site. * Upon activation *

	Communication Systems
	Identify and understand how to use the redundant communication systems that will be used to communicate with the Emergency Operations Center (EOC), local law enforcement, and other locations as directed. Receive guidance on this issue from the Communications Coordinator.

	Contact List: Clinic and Emergency Support Sites
	Develop a contact list with telephone numbers for clinic and emergency support sites, including the local Emergency Operation Center (EOC) and the Regional Command Center (RCC).



	Software and Hardware
	Familiarize yourself with the translation document process, inventory control programs/databases, and client data entry and volunteer management systems.

	POD Site Orientation
	Perform a walk-through of the facility that will serve as your POD.           *This visit should be scheduled by your Volunteer Coordinator*

	Tasks & Training Report
	Completion of this report allows your public health department and Volunteer Coordinator to track volunteer completion of job related tasks and training for your community POD.

	Return to Main Menu


	POD Tasks
	

	Inventory Control Technician
	SECTION
	

	
	Logistics
	


Completion of the following tasks is highly recommended for this job.
	CD Registration
	Register your copy of this CD.

	Personal Checklist
	Review this checklist for the list of personal items that are recommended to be brought to the POD should your POD be activated.

	Organizational Chart
	Review the POD organizational chart. Understand where this job assignment is located within the organizational chart and who this position reports to.

	POD Jobs
	Review the job guidelines for this position which includes the qualifications recommended for this position, who this position reports to, job actions, and a shift checklist.

	Texas Inventory Management System (TIMS) Manual
	Review the operating manual for TIMS.

	Texas Inventory Management System (TIMS) Primer
	Instructions for accessing the Texas TRAIN system in order to view the TIMS Primer webcast.

	POD Site Orientation
	Perform a walk-through of the facility that will serve as your POD.           *This visit should be scheduled by your Volunteer Coordinator*

	Tasks & Training Report
	Completion of this report allows your public health department and Volunteer Coordinator to track volunteer completion of job related tasks and training for your community POD.

	Return to Main Menu


	POD Tasks
	

	Logistics Manager
	SECTION
	

	
	Logistics
	


Completion of the following tasks is highly recommended for this job.
	CD Registration
	Register your copy of this CD.

	Personal Checklist
	Review this checklist for the list of personal items that are recommended to be brought to the POD should your POD be activated.

	Organizational Chart
	Review the POD organizational chart. Understand where this job assignment is located within the organizational chart and who this position reports to.

	POD Jobs
	Review the job guidelines for this position which includes the qualifications recommended for this position, who this position reports to, job actions, and a shift checklist.

	POD Supply List
	Develop and maintain a POD supply checklist

	Call Down List
	Develop and maintain a call down list for all Logistics section staff and volunteers. Provide updated call down lists to the Site Director.

	Texas Inventory Management System (TIMS) Manual
	Review the operating manual for TIMS.

	Texas Inventory Management System (TIMS) Primer
	Instructions for accessing the Texas TRAIN system in order to view the TIMS Primer webcast.

	Communication Systems
	Identify and understand how to use the redundant communication systems that will be used to communicate with the Emergency Operations Center (EOC), local law enforcement, and other locations as directed. Discuss this issue with the Site Director.

	POD Site Orientation
	Perform a walk-through of the facility that will serve as your POD.           *This visit should be scheduled by your Volunteer Coordinator*

	County ICS Overview
	County Incident Command System (ICS) overview scheduled with and provided by your local Emergency Management Coordinator.

	Tasks & Training Report
	Completion of this report allows your public health department and Volunteer Coordinator to track volunteer completion of job related tasks and training for your community POD.

	Return to Main Menu


	POD Tasks
	

	Maintenance & Custodial Care
	SECTION
	

	
	Logistics
	


Completion of the following tasks is highly recommended for this job.
	CD Registration
	Register your copy of this CD.

	Personal Checklist
	Review this checklist for the list of personal items that are recommended to be brought to the POD should your POD be activated.

	Organizational Chart
	Review the POD organizational chart. Understand where this job assignment is located within the organizational chart and who this position reports to.

	POD Jobs
	Review the job guidelines for this position which includes the qualifications recommended for this position, who this position reports to, job actions, and a shift checklist.

	Hazardous/Medical Waste Protocols
	Review blood-borne pathogen/hazardous/medical waste protocols and waste-disposal instructions.



	POD Site Orientation
	Perform a walk-through of the facility that will serve as your POD.           *This visit should be scheduled by your Volunteer Coordinator*

	Tasks & Training Report
	Completion of this report allows your public health department and Volunteer Coordinator to track volunteer completion of job related tasks and training for your community POD.

	Return to Main Menu


	POD Tasks
	

	Supply Coordinator
	SECTION
	

	
	Logistics
	


Completion of the following tasks is highly recommended for this job.
	CD Registration
	Register your copy of this CD.

	Personal Checklist
	Review this checklist for the list of personal items that are recommended to be brought to the POD should your POD be activated.

	Organizational Chart
	Review the POD organizational chart. Understand where this job assignment is located within the organizational chart and who this position reports to.

	POD Jobs
	Review the job guidelines for this position which includes the qualifications recommended for this position, who this position reports to, job actions, and a shift checklist.

	Texas Inventory Management System (TIMS) Manual
	Review the operating manual for TIMS.

	Texas Inventory Management System (TIMS) Primer
	Instructions for accessing the Texas TRAIN system in order to view the TIMS Primer webcast.

	POD Site Orientation
	Perform a walk-through of the facility that will serve as your POD.           *This visit should be scheduled by your Volunteer Coordinator*

	Tasks & Training Report
	Completion of this report allows your public health department and Volunteer Coordinator to track volunteer completion of job related tasks and training for your community POD.

	Return to Main Menu


	POD Tasks
	

	Clinic Manager
	SECTION
	

	
	Logistics
	


Completion of the following tasks is highly recommended for this job.
	CD Registration
	Register your copy of this CD.

	Personal Checklist
	Review this checklist for the list of personal items that are recommended to be brought to the POD should your POD be activated.

	Organizational Chart
	Review the POD organizational chart. Understand where this job assignment is located within the organizational chart and who this position reports to.

	POD Jobs
	Review the job guidelines for this position which includes the qualifications recommended for this position, who this position reports to, job actions, and a shift checklist.

	Call Down List
	Develop and maintain a call down list for all Operations section staff and volunteers. Provide updated call down lists to the Site Director.

	Bioagent Contact Referral Form
	Review the form. Determine who will be filling out the form and under what circumstances the form will be used. Provide the form to the identified staff/volunteers and educate them in its use.

	Standing Delegation Orders
	Review this sample of Standing Delegation Orders.

	Intake Form-English
	Review the prophylaxis, screening, consent, and medication form.

	Intake Form-Spanish
	Review the prophylaxis, screening, consent, and medication form.

	Isolation and Quarantine
	Review “Things You Need to Know About Isolation and Quarantine”.

	CDC 

48 Languages

	Familiarize yourself with this resource. This resource contains Patient Drug Information Sheets OR Dosing Instruction Labels for Amoxicillin, Ciprofloxacin, Doxycycline, or Penicillin and is provided in forty-eight (48) different languages (Anthrax, Plague, and Tularemia ONLY).

	I-Speak Cards
	Familiarize yourself with this document. I-Speak cards are language identification flash cards for thirty-eight (38) different languages

	Disaster Mental Health for States
	Review this CDC document which addresses key principles, issues, and questions about disaster mental health.

	Behavioral Health in a Disaster
	View this informative DSHS PowerPoint presentation.

	Psychological First Aid Manual
	Read the DSHS manual” Psychological Fist Aid”.

	Vaccination/Dispensing Clinic Techniques
	Review and practice proper vaccination/dispensing techniques. Refer to the local/state public health department for training opportunities.

	POD Site Orientation
	Perform a walk-through of the facility that will serve as your POD.           *This visit should be scheduled by your Volunteer Coordinator*

	County ICS Overview
	County Incident Command System (ICS) overview scheduled with and provided by your local Emergency Management Coordinator.

	Tasks & Training Report
	Completion of this report allows your public health department and Volunteer Coordinator to track volunteer completion of job related tasks and training for your community POD.

	Return to Main Menu


	POD Tasks
	

	Contact Evaluator
	SECTION
	

	
	Logistics
	


Completion of the following tasks is highly recommended for this job.
	CD Registration
	Register your copy of this CD.

	Personal Checklist
	Review this checklist for the list of personal items that are recommended to be brought to the POD should your POD be activated.

	Organizational Chart
	Review the POD organizational chart. Understand where this job assignment is located within the organizational chart and who this position reports to.

	POD Jobs
	Review the job guidelines for this position which includes the qualifications recommended for this position, who this position reports to, job actions, and a shift checklist.

	Bioagent Contact Referral Form
	Review the form. Determine who will be filling out the form and under what circumstances the form will be used. Provide the form to the identified staff/volunteers and educate them in its use.

	Standing Delegation Orders
	Review this sample of Standing Delegation Orders.

	Intake Form-English
	Review the prophylaxis, screening, consent, and medication form.

	Intake Form-Spanish
	Review the prophylaxis, screening, consent, and medication form.

	Isolation and Quarantine
	Review “Things You Need to Know About Isolation and Quarantine”.

	POD Site Orientation
	Perform a walk-through of the facility that will serve as your POD.           *This visit should be scheduled by your Volunteer Coordinator*

	Tasks & Training Report
	Completion of this report allows your public health department and Volunteer Coordinator to track volunteer completion of job related tasks and training for your community POD.

	Return to Main Menu


	POD Tasks
	

	Crisis Counselor
	SECTION
	

	
	Operations
	


Completion of the following tasks is highly recommended for this job.
	CD Registration
	Register your copy of this CD.

	Personal Checklist
	Review this checklist for the list of personal items that are recommended to be brought to the POD should your POD be activated.

	Organizational Chart
	Review the POD organizational chart. Understand where this job assignment is located within the organizational chart and who this position reports to.

	POD Jobs
	Review the job guidelines for this position which includes the qualifications recommended for this position, who this position reports to, job actions, and a shift checklist.

	Disaster Mental Health for States
	Review this CDC document which addresses key principles, issues, and questions about disaster mental health.

	Behavioral Health in a Disaster
	View this informative DSHS PowerPoint presentation.

	Psychological First Aid Manual
	Read the DSHS manual” Psychological Fist Aid”.

	POD Site Orientation
	Perform a walk-through of the facility that will serve as your POD.           *This visit should be scheduled by your Volunteer Coordinator*

	Tasks & Training Report
	Completion of this report allows your public health department and Volunteer Coordinator to track volunteer completion of job related tasks and training for your community POD.

	Return to Main Menu


	POD Tasks
	

	Dispensing Coordinator
	SECTION
	

	
	Operations
	


Completion of the following tasks is highly recommended for this job.
	CD Registration
	Register your copy of this CD.

	Personal Checklist
	Review this checklist for the list of personal items that are recommended to be brought to the POD should your POD be activated.

	Organizational Chart
	Review the POD organizational chart. Understand where this job assignment is located within the organizational chart and who this position reports to.

	POD Jobs
	Review the job guidelines for this position which includes the qualifications recommended for this position, who this position reports to, job actions, and a shift checklist.

	Pediatric Dispensing Considerations
	Review this CDC document. Discusses Amoxicillin, Ciprofloxacin, and Doxycycline suspensions for pediatric patients.

	Standing Delegation Orders
	Review this sample of Standing Delegation Orders.

	Intake Form-English
	Review the prophylaxis, screening, consent, and medication form.

	Intake Form-Spanish
	Review the prophylaxis, screening, consent, and medication form.

	POD Site Orientation
	Perform a walk-through of the facility that will serve as your POD.           *This visit should be scheduled by your Volunteer Coordinator*

	Tasks & Training Report
	Completion of this report allows your public health department and Volunteer Coordinator to track volunteer completion of job related tasks and training for your community POD.

	Return to Main Menu


	POD Tasks
	

	Education Coordinator
	SECTION
	

	
	Operations
	


Completion of the following tasks is highly recommended for this job.
	CD Registration
	Register your copy of this CD.

	Personal Checklist
	Review this checklist for the list of personal items that are recommended to be brought to the POD should your POD be activated.

	Organizational Chart
	Review the POD organizational chart. Understand where this job assignment is located within the organizational chart and who this position reports to.

	POD Jobs
	Review the job guidelines for this position which includes the qualifications recommended for this position, who this position reports to, job actions, and a shift checklist.

	Communication Response Kits
	Familiarize yourself with the educational materials and handouts contained within the Communication Response Kits in the POD Digest. Additional educational material is available through the CDC website  or the local/state health department should a disease outbreak occur.

	Infectious Disease Fact Sheets
	Familiarize yourself with the educational information contained within the Infectious Disease Fact Sheets. These fact sheets provide general information about sixty-three (63) different infectious diseases. These fact sheets were created by the Directors of Health Promotion and Education.

	Patient Information Sheet
	Review this sample of a patient information sheet.

	CDC 

48 Languages

	Familiarize yourself with this resource. This resource contains Patient Drug Information Sheets OR Dosing Instruction Labels for Amoxicillin, Ciprofloxacin, Doxycycline, or Penicillin and is provided in forty-eight (48) different languages (Anthrax, Plague, and Tularemia ONLY).

	I-Speak Cards
	Familiarize yourself with this document. I-Speak cards are language identification flash cards for thirty-eight (38) different languages

	Behavioral Health in a Disaster
	View this informative DSHS PowerPoint presentation.

	Psychological First Aid Manual
	Read the DSHS manual” Psychological Fist Aid”.

	Disaster Mental Health for States
	Review this CDC document which addresses key principles, issues, and questions about disaster mental health.

	POD Site Orientation
	Perform a walk-through of the facility that will serve as your POD.           *This visit should be scheduled by your Volunteer Coordinator*

	Tasks & Training Report
	Completion of this report allows your public health department and Volunteer Coordinator to track volunteer completion of job related tasks and training for your community POD.

	Return to Main Menu


	POD Tasks
	

	Educator
	SECTION
	

	
	Operations
	


Completion of the following tasks is highly recommended for this job.
	CD Registration
	Register your copy of this CD.

	Personal Checklist
	Review this checklist for the list of personal items that are recommended to be brought to the POD should your POD be activated.

	Organizational Chart
	Review the POD organizational chart. Understand where this job assignment is located within the organizational chart and who this position reports to.

	POD Jobs
	Review the job guidelines for this position which includes the qualifications recommended for this position, who this position reports to, job actions, and a shift checklist.

	Communication Response Kits
	Familiarize yourself with the educational materials and handouts contained within the Communication Response Kits located in the POD Digest. Additional educational material is available through the CDC website or the local/state health department should a disease outbreak occur.

	Infectious Disease Fact Sheets
	Familiarize yourself with the educational information contained within the Infectious Disease Fact Sheets. These fact sheets provide general information about sixty-three (63) different infectious diseases. These fact sheets were created by the Directors of Health Promotion and Education.

	POD Site Orientation
	Perform a walk-through of the facility that will serve as your POD.           *This visit should be scheduled by your Volunteer Coordinator*

	Tasks & Training Report
	Completion of this report allows your public health department and Volunteer Coordinator to track volunteer completion of job related tasks and training for your community POD.

	Return to Main Menu


	POD Tasks
	

	Emergency Medical Support
	SECTION
	

	
	Operations
	


Completion of the following tasks is highly recommended for this job.
	CD Registration
	Register your copy of this CD.

	Personal Checklist
	Review this checklist for the list of personal items that are recommended to be brought to the POD should your POD be activated.

	Organizational Chart
	Review the POD organizational chart. Understand where this job assignment is located within the organizational chart and who this position reports to.

	POD Jobs
	Review the job guidelines for this position which includes the qualifications recommended for this position, who this position reports to, job actions, and a shift checklist.

	Standing Delegation Orders
	Review this sample of Standing Delegation Orders.

	Bioagent Contact Referral Form
	Review the form. Discuss the use of this form with the Triage Coordinator.

	POD Site Orientation
	Perform a walk-through of the facility that will serve as your POD.           *This visit should be scheduled by your Volunteer Coordinator*

	Tasks & Training Report
	Completion of this report allows your public health department and Volunteer Coordinator to track volunteer completion of job related tasks and training for your community POD.

	Return to Main Menu


	POD Tasks
	

	Exit Educator
	SECTION
	

	
	Operations
	


Completion of the following tasks is highly recommended for this job.
	CD Registration
	Register your copy of this CD.

	Personal Checklist
	Review this checklist for the list of personal items that are recommended to be brought to the POD should your POD be activated.

	Organizational Chart
	Review the POD organizational chart. Understand where this job assignment is located within the organizational chart and who this position reports to.

	POD Jobs
	Review the job guidelines for this position which includes the qualifications recommended for this position, who this position reports to, job actions, and a shift checklist.

	Patient Information Sheet
	Review this sample of a patient information sheet.

	POD Site Orientation
	Perform a walk-through of the facility that will serve as your POD.           *This visit should be scheduled by your Volunteer Coordinator*

	Tasks & Training Report
	Completion of this report allows your public health department and Volunteer Coordinator to track volunteer completion of job related tasks and training for your community POD.

	Return to Main Menu


	POD Tasks
	

	Greeter
	SECTION
	

	
	Operations
	


Completion of the following tasks is highly recommended for this job.
	CD Registration
	Register your copy of this CD.

	Personal Checklist
	Review this checklist for the list of personal items that are recommended to be brought to the POD should your POD be activated.

	Organizational Chart
	Review the POD organizational chart. Understand where this job assignment is located within the organizational chart and who this position reports to.

	POD Jobs
	Review the job guidelines for this position which includes the qualifications recommended for this position, who this position reports to, job actions, and a shift checklist.

	POD Site Orientation
	Perform a walk-through of the facility that will serve as your POD.           *This visit should be scheduled by your Volunteer Coordinator*

	Tasks & Training Report
	Completion of this report allows your public health department and Volunteer Coordinator to track volunteer completion of job related tasks and training for your community POD.

	Return to Main Menu


	POD Tasks
	

	ILL Client Evaluator
	SECTION
	

	
	Operations
	


Completion of the following tasks is highly recommended for this job.
	CD Registration
	Register your copy of this CD.

	Personal Checklist
	Review this checklist for the list of personal items that are recommended to be brought to the POD should your POD be activated.

	Organizational Chart
	Review the POD organizational chart. Understand where this job assignment is located within the organizational chart and who this position reports to.

	POD Jobs
	Review the job guidelines for this position which includes the qualifications recommended for this position, who this position reports to, job actions, and a shift checklist.

	Bioagent Contact Referral Form
	Review the form. Determine who will be filling out the form and under what circumstances the form will be used. Provide the form to the identified staff/volunteers and educate them in its use.

	Standing Delegation Orders
	Review this sample of Standing Delegation Orders.

	Intake Form-English
	Review the prophylaxis, screening, consent, and medication form.

	Intake Form-Spanish
	Review the prophylaxis, screening, consent, and medication form.

	Isolation and Quarantine
	Review “Things You Need to Know About Isolation and Quarantine”.

	POD Site Orientation
	Perform a walk-through of the facility that will serve as your POD.           *This visit should be scheduled by your Volunteer Coordinator*

	Tasks & Training Report
	Completion of this report allows your public health department and Volunteer Coordinator to track volunteer completion of job related tasks and training for your community POD.

	Return to Main Menu


	POD Tasks
	

	Medical Evaluator
	SECTION
	

	
	Operations
	


Completion of the following tasks is highly recommended for this job.
	CD Registration
	Register your copy of this CD.

	Personal Checklist
	Review this checklist for the list of personal items that are recommended to be brought to the POD should your POD be activated.

	Organizational Chart
	Review the POD organizational chart. Understand where this job assignment is located within the organizational chart and who this position reports to.

	POD Jobs
	Review the job guidelines for this position which includes the qualifications recommended for this position, who this position reports to, job actions, and a shift checklist.

	Bioagent Contact Referral Form
	Review the form. Determine who will be filling out the form and under what circumstances the form will be used. Provide the form to the identified staff/volunteers and educate them in its use.

	Standing Delegation Orders
	Review this sample of Standing Delegation Orders.

	Intake Form-English
	Review the prophylaxis, screening, consent, and medication form.

	Intake Form-Spanish
	Review the prophylaxis, screening, consent, and medication form.

	Isolation and Quarantine
	Review “Things You Need to Know About Isolation and Quarantine”.

	POD Site Orientation
	Perform a walk-through of the facility that will serve as your POD.           *This visit should be scheduled by your Volunteer Coordinator*

	Tasks & Training Report
	Completion of this report allows your public health department and Volunteer Coordinator to track volunteer completion of job related tasks and training for your community POD.

	Return to Main Menu


	POD Tasks
	

	Medical Screener
	SECTION
	

	
	Operations
	


Completion of the following tasks is highly recommended for this job.
	CD Registration
	Register your copy of this CD.

	Personal Checklist
	Review this checklist for the list of personal items that are recommended to be brought to the POD should your POD be activated.

	Organizational Chart
	Review the POD organizational chart. Understand where this job assignment is located within the organizational chart and who this position reports to.

	POD Jobs
	Review the job guidelines for this position which includes the qualifications recommended for this position, who this position reports to, job actions, and a shift checklist.

	Bioagent Contact Referral Form
	Review the form. Determine who will be filling out the form and under what circumstances the form will be used. Provide the form to the identified staff/volunteers and educate them in its use.

	Standing Delegation Orders
	Review this sample of Standing Delegation Orders.

	Intake Form-English
	Review the prophylaxis, screening, consent, and medication form.

	Intake Form-Spanish
	Review the prophylaxis, screening, consent, and medication form.

	Isolation and Quarantine
	Review “Things You Need to Know About Isolation and Quarantine”.

	POD Site Orientation
	Perform a walk-through of the facility that will serve as your POD.           *This visit should be scheduled by your Volunteer Coordinator*

	Tasks & Training Report
	Completion of this report allows your public health department and Volunteer Coordinator to track volunteer completion of job related tasks and training for your community POD.

	Return to Main Menu


	POD Tasks
	

	Translator
	SECTION
	

	
	Operations
	


Completion of the following tasks is highly recommended for this job.
	CD Registration
	Register your copy of this CD.

	Personal Checklist
	Review this checklist for the list of personal items that are recommended to be brought to the POD should your POD be activated.

	Organizational Chart
	Review the POD organizational chart. Understand where this job assignment is located within the organizational chart and who this position reports to.

	POD Jobs
	Review the job guidelines for this position which includes the qualifications recommended for this position, who this position reports to, job actions, and a shift checklist.

	CDC 

48 Languages

	Familiarize yourself with this resource. This resource contains Patient Drug Information Sheets OR Dosing Instruction Labels for Amoxicillin, Ciprofloxacin, Doxycycline, or Penicillin and is provided in forty-eight (48) different languages (Anthrax, Plague, and Tularemia ONLY).

	I-Speak Cards
	Familiarize yourself with this document. I-Speak cards are language identification flash cards for thirty-eight (38) different languages

	POD Site Orientation
	Perform a walk-through of the facility that will serve as your POD.           *This visit should be scheduled by your Volunteer Coordinator*

	
	

	Return to Main Menu


	POD Tasks
	

	Triage Coordinator
	SECTION
	

	
	Operations
	


Completion of the following tasks is highly recommended for this job.
	CD Registration
	Register your copy of this CD.

	Personal Checklist
	Review this checklist for the list of personal items that are recommended to be brought to the POD should your POD be activated.

	Organizational Chart
	Review the POD organizational chart. Understand where this job assignment is located within the organizational chart and who this position reports to.

	POD Jobs
	Review the job guidelines for this position which includes the qualifications recommended for this position, who this position reports to, job actions, and a shift checklist.

	Triage Questions
	Review this sample document of triage questions. The disease outbreak will determine what triage questions need to be asked.

	POD Site Orientation
	Perform a walk-through of the facility that will serve as your POD.           *This visit should be scheduled by your Volunteer Coordinator*

	Tasks & Training Report
	Completion of this report allows your public health department and Volunteer Coordinator to track volunteer completion of job related tasks and training for your community POD.

	Return to Main Menu


	POD Tasks
	

	Triage Staff
	SECTION
	

	
	Operations
	


Completion of the following tasks is highly recommended for this job.
	CD Registration
	Register your copy of this CD.

	Personal Checklist
	Review this checklist for the list of personal items that are recommended to be brought to the POD should your POD be activated.

	Organizational Chart
	Review the POD organizational chart. Understand where this job assignment is located within the organizational chart and who this position reports to.

	POD Jobs
	Review the job guidelines for this position which includes the qualifications recommended for this position, who this position reports to, job actions, and a shift checklist.

	Triage Questions
	Review this sample document of triage questions. The disease outbreak will determine what triage questions need to be asked.

	POD Site Orientation
	Perform a walk-through of the facility that will serve as your POD.           *This visit should be scheduled by your Volunteer Coordinator*

	Tasks & Training Report
	Completion of this report allows your public health department and Volunteer Coordinator to track volunteer completion of job related tasks and training for your community POD.

	Return to Main Menu


	POD Tasks
	

	Vaccinators / Dispensers
	SECTION
	

	
	Operations
	


Completion of the following tasks is highly recommended for this job.
	CD Registration
	Register your copy of this CD.

	Personal Checklist
	Review this checklist for the list of personal items that are recommended to be brought to the POD should your POD be activated.

	Organizational Chart
	Review the POD organizational chart. Understand where this job assignment is located within the organizational chart and who this position reports to.

	POD Jobs
	Review the job guidelines for this position which includes the qualifications recommended for this position, who this position reports to, job actions, and a shift checklist.

	Standing Delegation Orders
	Review this sample of Standing Delegation Orders.

	Vaccination/Dispensing Clinic Techniques
	Review and practice proper vaccination/dispensing techniques. Refer to the local/state public health department for training opportunities.

	Hazardous/Medical Waste Protocols
	Review blood-borne pathogen/hazardous/medical waste protocols and waste-disposal instructions.



	Intake Form-English
	Review the prophylaxis, screening, consent, and medication form.

	Intake Form-Spanish
	Review the prophylaxis, screening, consent, and medication form.

	POD Site Orientation
	Perform a walk-through of the facility that will serve as your POD.           *This visit should be scheduled by your Volunteer Coordinator*

	Tasks & Training Report
	Completion of this report allows your public health department and Volunteer Coordinator to track volunteer completion of job related tasks and training for your community POD.

	Return to Main Menu


	POD Tasks
	

	Plans & Intelligence Manager
	SECTION
	

	
	Planning & Intelligence
	


Completion of the following tasks is highly recommended for this job.
	CD Registration
	Register your copy of this CD.

	Personal Checklist
	Review this checklist for the list of personal items that are recommended to be brought to the POD should your POD be activated.

	Organizational Chart
	Review the POD organizational chart. Understand where this job assignment is located within the organizational chart and who this position reports to.

	POD Jobs
	Review the job guidelines for this position which includes the qualifications recommended for this position, who this position reports to, job actions, and a shift checklist.

	Dispensing Oral Medications
	Review this document to receive guidance in development of your local Point of Dispensing Plan.

	Things to Consider
	Review the “Things to Consider – Planning” slide set accessed from the main menu of the POD Digest.

	POD Site Orientation
	Perform a walk-through of the facility that will serve as your POD.           *This visit should be scheduled by your Volunteer Coordinator*

	County ICS Overview
	County Incident Command System (ICS) overview scheduled with and provided by your local Emergency Management Coordinator.

	Tasks & Training Report
	Completion of this report allows your public health department and Volunteer Coordinator to track volunteer completion of job related tasks and training for your community POD.

	Return to Main Menu


	POD Tasks
	

	Safety Officer
	SECTION
	

	
	Safety
	


Completion of the following tasks is highly recommended for this job.
	CD Registration
	Register your copy of this CD.

	Personal Checklist
	Review this checklist for the list of personal items that are recommended to be brought to the POD should your POD be activated.

	Organizational Chart
	Review the POD organizational chart. Understand where this job assignment is located within the organizational chart and who this position reports to.

	POD Jobs
	Review the job guidelines for this position which includes the qualifications recommended for this position, who this position reports to, job actions, and a shift checklist.

	Hazardous/Medical Waste Protocols
	Review blood-borne pathogen/hazardous/medical waste protocols and waste-disposal instructions.



	POD Site Orientation
	Perform a walk-through of the facility that will serve as your POD.           *This visit should be scheduled by your Volunteer Coordinator*

	County ICS Overview
	County Incident Command System (ICS) overview scheduled with and provided by your local Emergency Management Coordinator.

	Tasks & Training Report
	Completion of this report allows your public health department and Volunteer Coordinator to track volunteer completion of job related tasks and training for your community POD.

	Return to Main Menu


	POD Tasks
	

	Security Director
	SECTION
	

	
	Security
	


Completion of the following tasks is highly recommended for this job.
	CD Registration
	Register your copy of this CD.

	Personal Checklist
	Review this checklist for the list of personal items that are recommended to be brought to the POD should your POD be activated.

	Organizational Chart
	Review the POD organizational chart. Understand where this job assignment is located within the organizational chart and who this position reports to.

	POD Jobs
	Review the job guidelines for this position which includes the qualifications recommended for this position, who this position reports to, job actions, and a shift checklist.

	Security Access Guide
	Review the Security Access Guide.

	Site Security Survey
	Complete the Site Security Survey.

	Things to Consider
	Review the “Things to Consider – Security” slide set accessed from the main menu of the POD Digest.

	Things to Consider
	Review the “Things to Consider – Transportation” slide set accessed from the main menu of the POD Digest.

	POD Site Orientation
	Perform a walk-through of the facility that will serve as your POD.           *This visit should be scheduled by your Volunteer Coordinator*

	County ICS Overview
	County Incident Command System (ICS) overview scheduled with and provided by your local Emergency Management Coordinator.

	Tasks & Training Report
	Completion of this report allows your public health department and Volunteer Coordinator to track volunteer completion of job related tasks and training for your community POD.

	Return to Main Menu


	POD Tasks
	

	Transportation Coordinator
	SECTION
	

	
	Security
	


Completion of the following tasks is highly recommended for this job.
	CD Registration
	Register your copy of this CD.

	Personal Checklist
	Review this checklist for the list of personal items that are recommended to be brought to the POD should your POD be activated.

	Organizational Chart
	Review the POD organizational chart. Understand where this job assignment is located within the organizational chart and who this position reports to.

	POD Jobs
	Review the job guidelines for this position which includes the qualifications recommended for this position, who this position reports to, job actions, and a shift checklist.

	Things to Consider
	Review the “Things to Consider – Transportation” slide set accessed from the main menu of the POD Digest.

	POD Site Orientation
	Perform a walk-through of the facility that will serve as your POD.           *This visit should be scheduled by your Volunteer Coordinator*

	Tasks & Training Report
	Completion of this report allows your public health department and Volunteer Coordinator to track volunteer completion of job related tasks and training for your community POD.

	Return to Main Menu


