SAMPLE

X County

 Job Action Sheets

For

Points of Dispensing

3Site Incident Commander


4Safety Officer


5Public Information Officer


6MEDIA ASSISTANT


7Logistics Section Chief


8INFORMATION TECHNOLOGY & COMMUNICATIONS UNIT LEADER


9INVENTORY UNIT LEADER


10Supply Assistant


11TRANSPORTATION LEADER


12Route/Vehicle Coordinator


14FOOD UNIT LEADER


15Data Entry Worker


16Operations Section Chief


18SITE SECURITY GROUP SUPERVISOR


20SECURITY ASSISTANT


21MEDICAL UNIT LEADER


22Staff/Volunteer CoordinatOR


23ENTRANCE GROUP SUPERVISOR


24ENTRANCE GREETER/SCREENER


25REGISTRATION GROUP SUPERVISOR


25REGISTRATION GROUP SUPERVISOR


26REGISTRATION WORKER


27TRIAGE GROUP SUPERVISOR


28TRIAGE WORKER


29FORMS ASSESSMENT GROUP SUPERVISOR


30FORMS ASSESSMENT WORKER


31EDUCATION GROUP SUPERVISOR


32EDUCATION WORKER


33MEDICAL EVALUATION GROUP SUPERVISOR


34MEDICAL EVALUATION WORKER


35MEDICAL PREPARATION GROUP SUPERVISOR


36MEDICAL PREPARATION WORKER


37Medication/Vaccine DISPENSING GROUP SUPERVISOR


38MEDICATION DISTRIBUTOR/ VACCINATOR


39MEDICATION DISTRIBUTOR/ VACCINATOR ASSISTANT


40POD FLOW GROUP SUPERVISOR


41POD Flow Worker


42POD Help Worker


43POD Escort


44POD Runner


45FORMS COLLECTION/ EXIT STATION GROUP SUPERVISOR


46FORMS COLLECTION/ EXIT STATION WORKER


47MENTAL HEALTH GROUP SUPERVISOR


49MENTAL HEALTH WORKER


 HYPERLINK \l "_Toc220228789" 


 FORMCHECKBOX 



50SPECIAL NEEDS GROUP SUPERVISOR


51SPECIAL NEEDS WORKER


52STAFF CARE/FOOD WORKER


53CLINIC FORM TRACKING UNIT WORKER


54MEDICAL FORM ENTRY UNIT WORKER


55Planning Section Chief


57Resource/Demobilization Unit Leader


58Situation Tracking Unit Leader


59Documentation Unit Leader


60Clerk


61Finance/Administration Section Chief


63PROCUREMENT UNIT LEADER


64COST/TIME UNIT LEADER





Site Incident Commander


Mission:
Will serve as the emergency clinic lead person.  Will be responsible for making all clinic operational decisions in consultation with the Clinic Operations Director, overseeing staff, and ensuring the clinic workflow is running efficiently


Oversees: Finance/Administration Section Chief, Planning Section Chief, Logistics Section Chief, and Operations Section Chief.

Qualifications:


· Health Department Nurse or School Nurse

· Good organizational skills and management experience 

· Required training, required vaccine/prophylaxis 

Equipment:

· Cell phone and contact numbers

· Radio Communication

· Vest/ID Badge

· Whistle

· Loud Speaker (if available)

· Roster of clinic staff

Immediate Duties:

· Meet with Public Health Incident Commander for initial incident briefing

· Put on vest and clinic identification 

· Read this entire Job Action Sheet

· Meet with Clinic Operations Director for initial clinic briefing.

· Assign clinic duties.

· Responsible for supervising all aspects of the Dispensing site

· Review Mass Prophylaxis/Vaccination Planning Guide

· Establish chain of command and performance expectations:

Ongoing Duties:

· Maintain contact with the Public Health Incident Commander to update them on clinic progress.

· Monitor clinic sections and identify/eliminate problem areas.

Extended Duties:

· Review Holding Pattern and Demobilization Plan as issued by the Planning section.

· Brief Section Chiefs on Demobilization Plan. 

· Oversee the demobilization of the clinic IMS.  

· Complete After Action Report and participate in debriefing.               
Safety Officer

Mission:
Ensure safety of all clinic workers and clients. Assess the operation for safety issues, instruct staff on safety procedures, and implement safety measures as needed. Has the authority to cease operations at any time due to safety issues.
Oversees: Traffic Flow, Site Security, and EMS First Aid 
Qualifications:


· Familiar with clinic operations and safety procedures

· Training in safety and security 

· Required training, required vaccine/prophylaxis 

Equipment:

· Cell phone and contact numbers

· Vest/ID Badge

· Radio communications

Immediate Duties:

· Meet with Clinic Site Commander for initial incident briefing

· Put on vest and clinic identification 

· Read this entire Job Action Sheet

· Establish a work location that is accessible, has adequate space 

· Acquire necessary work materials

· Make recommendations on personal protection equipment if necessary.

· Meet with parking and security personnel

· Provide orientation to Clinic Site Manager on all safety issues and concerns for the clinic

Ongoing Duties:

· Document all actions and decisions in an Activity Log.

· Ensure all Section Chiefs have your contact information 

· Ensure that all clinic staff follow health and safety practices

· Monitor use of all personal protection equipment.

· Provide ongoing reports to the Command Staff on clinic safety

· Ensure incident/injury reports are written/documented correctly

· Refer distressed, upset and anxious clients to Mental Health

· Review injury reports.

Extended Duties:

· Turn all documents into the Documentation Unit Leader

· Confirm status of the facility upon closure, note damage or safety issues

· Lock down clinic at the end of operations    

· Complete an After Action Report and participate in the debriefing.                            
Public Information Officer


Mission:
Provide information to the public through the news media and other mechanisms. 


Oversees: Phone Bank Unit Leader, Inquiries Assistant, Data Gathering Assistant, News Release Assistant

Qualifications:


· Familiar with Risk Communications Protocol

· Familiar with local media resources

· Communications and public speaking skills

· Required training, required vaccine/prophylaxis 

Equipment:

· Cell phone and contact numbers

· Vest/ID Badge

· Computer with printer

· Fax machine

· Media packets

Immediate Duties:

· Meet with Clinic Site Commander for initial incident briefing

· Put on vest and clinic identification 

· Read this entire Job Action Sheet

· Establish a work location that is accessible, has adequate space away from clinic operations

· Acquire necessary work materials

· Inform the media of the clinic operations and media protocols

· Prepare media packets

Ongoing Duties:

· Document all actions and decisions in an Activity Log.

· Ensure all Section Chiefs have your contact information and media protocol

· Conduct press briefings 

· Maintain contact with the Incident Commander and the Clinic Site Commander

· Notify media of important information

· Expose and correct rumors and incorrect information

· Monitor media outlets for accuracy of information being reported

Extended Duties:

· Conduct follow-up press briefings and releases

· Notify media of clinic closing

· Turn all documents into the Documentation Unit

· Complete an After Action Report
· Participate in the debriefing.        

MEDIA ASSISTANT

Position assigned to:
Command Staff______________________________________


You Report to:
PIO   _______________________________________


Site:


___________________________________________________

Job Shift(s):

___________________________________________________
Mission:  Coordinate interviews, escort media through the POD site and respond to other 
requests from media at the POD sites. 

Qualifications:


 FORMCHECKBOX 
  Familiar with risk communications principles

 FORMCHECKBOX 
  Familiar with EOC Operations

Equipment:


 FORMCHECKBOX 
  Communications Equipment – 2-way radio, cell phone, contact numbers, 



access to computer


 FORMCHECKBOX 
  Vest/ID Badge


 FORMCHECKBOX 
  Roster of Public Health Staff working at the POD


 FORMCHECKBOX 
  Media Packets 

Immediate Duties:




 FORMCHECKBOX 
 Read this entire Job Action Sheet 


 FORMCHECKBOX 
 Identify areas restricted to the media with guidance from Incident 


      Commander


 FORMCHECKBOX 
 Establish a media gathering area away from Incident Command Post and other 


      activity areas.

 FORMCHECKBOX 
 Obtain briefing from Site Commander and participate in formulation of the 
IAP


 FORMCHECKBOX 
 Assist PIO in writing news releases and gather information as necessary.

 FORMCHECKBOX 
 Establish contact with regional PIO.

 FORMCHECKBOX 
 Inform the media of POD operations and media protocols

Ongoing Duties:




 FORMCHECKBOX 
 Inform on-site media of the accessible and restricted areas.


 FORMCHECKBOX 
 Escort media through POD sites.

             FORMCHECKBOX 
 Facilitate scheduling and coordination of interviews at the PODs.


 FORMCHECKBOX 
 Maintain contact with regional PIO for updates and additional information.

 FORMCHECKBOX 
 Maintain contact with IC and/or POD Site Commander 

 FORMCHECKBOX 
 Document all media contacts in Activity Log.

Extended Duties:




 FORMCHECKBOX 
 Review progress reports from Section Chiefs 


 FORMCHECKBOX 
 Maintain communications with regional PIO.

 FORMCHECKBOX 
 Prepare updated end of shift report and brief oncoming media assistant.

Logistics Section Chief


Mission:
Organize and direct those operations associated with maintenance of the physical environment, and adequate levels of food, shelter, and supplies to support the organization’s objectives. 


Oversees: Support Branch Director, and Services Branch Director
Qualifications:


· Familiar with clinic facility and necessary clinic supplies

· Communications skills

· Good organizational skills and management experience 

· Required training, required vaccine/prophylaxis 

Equipment:

· Cell phone and contact numbers

· Radio Communication

· Vest/ID Badge

· Computer with printer

· Fax Machine

Immediate Duties:

· Meet with Clinic Site Commander for initial incident briefing

· Put on vest and clinic identification 

· Read this entire Job Action Sheet

· Establish a work location that is accessible, has adequate space

· Acquire necessary work materials

· Establish incident ordering process and ensure all sections are aware of the process

· Develop a section action plan

Ongoing Duties:

· Obtain needed supplies with assistance of the Finance/Administration Section Chief

· Track, stay aware of incident expansion/contraction due to changes in conditions

· Determine additional resources needed

· Document all actions and decisions in a Section Activity Log.

· Anticipate staff needs and request more staff if needed for each section

Extended Duties:

· Supervise the break down and repackaging of equipment and supplies

· Arrange to have all equipment and supplies returned to place of origin and state of readiness

· Ensure facility is cleaned and returned to former operating condition

· Provide a final list of material used to the Clinic Site Commander.

· Complete an After Action Report and participate in the debriefing.                                     

INFORMATION TECHNOLOGY & COMMUNICATIONS UNIT LEADER
Position Assigned to: Logistics Section_____________________________________
You Report to:
Logistics Cheif________________________________________


Site:


 ___________________________________________________

Job Shift(s):

 ___________________________________________________
Mission:  Organize and coordinate IT and communications support within the POD.

Qualifications (Recommended):

 FORMCHECKBOX 
  IT and Communications equipment experience


 FORMCHECKBOX 
  Required POD training

Equipment (Recommended):


 FORMCHECKBOX 
  Communications Equipment – 2-way radio, cell phone, contact numbers, laptop


 FORMCHECKBOX 
  Computer with printer and fax machine


 FORMCHECKBOX 
  Vest/ID Badge

Immediate Duties:




 FORMCHECKBOX 
 Read this entire Job Action Sheet 


 FORMCHECKBOX 
 Obtain briefing from Logistics Chief 

 FORMCHECKBOX 
 Inventory IT and Communications equipment

 FORMCHECKBOX 
 Advise POD Support and Supply Unit Leader of current status and equipment needs 

 FORMCHECKBOX 
 Communicate your contact information to other Section Chiefs

 FORMCHECKBOX 
 Establish a communication center

 FORMCHECKBOX 
 Identify channels/frequencies

 FORMCHECKBOX 
 Supervise data entry and data analysis

 FORMCHECKBOX 
 Assign communications equipment and maintain log

Ongoing Duties:




 FORMCHECKBOX 
 Update staff of all new developments and receive status reports


 FORMCHECKBOX 
 Maintain log of all communication requests

 FORMCHECKBOX 
 Report to the unresolved issues


 FORMCHECKBOX 
 Establish Incident Action Report


 FORMCHECKBOX 
 Facilitate IT hardware, equipment and software installation


 FORMCHECKBOX 
 Provide reports generated by data analysis to Section Chiefs as requested

 FORMCHECKBOX 
 Document all actions and decisions in Activity Log

Extended Duties:



 FORMCHECKBOX 
 Brief POD Support and Supply Unit Leader about status of computers, 

      communication requirements and prepare report for oncoming unit leader


 FORMCHECKBOX 
 Plan for the possibility of extended deployment and brief incoming Logistics Chief

             FORMCHECKBOX 
 Prepare end of shift report and brief oncoming IT and Communications
INVENTORY UNIT LEADER
Position Assigned to: Logistics Section_____________________________________
You Report to:
 Logistics Section Chief_____________________


Site:


 ___________________________________________________

Job Shift(s):

 ___________________________________________________
Mission:  Responsible for inventory management and restocking of equipment, clinical and non-clinical supplies for the clinic 

Qualifications (Recommended):

 FORMCHECKBOX 
  Trained on Inventory Management System (IMS)

 FORMCHECKBOX 
  Trained in Incident Command System
Equipment (Recommended):


 FORMCHECKBOX 
  Communications Equipment – 2-way radio, cell phone, contact numbers, laptop


 FORMCHECKBOX 
  Computer with printer and fax machine


 FORMCHECKBOX 
  Vest/ID Badge

Immediate Duties:




 FORMCHECKBOX 
 Read this entire Job Action Sheet 


 FORMCHECKBOX 
 Obtain briefing from Logistics Section Chief

 FORMCHECKBOX 
 Inventory equipment

 FORMCHECKBOX 
 Advise POD Support and Supply Unit Leader of current status and equipment needs 

 FORMCHECKBOX 
 Communicate your contact information to other Section Chiefs

 FORMCHECKBOX 
 Establish an inventory management center

Ongoing Duties:




 FORMCHECKBOX 
 Update staff of all new developments and receive status reports


 FORMCHECKBOX 
 Maintain log of all assets
 FORMCHECKBOX 
 Report to the Logistics Section Chief & Operations Section Chief 

 FORMCHECKBOX 
 Establish Incident Action Report


 FORMCHECKBOX 
 Manage Resources and Incoming Resources, Maintain appropriate clinical and non-clinical inventory

Extended Duties:



 FORMCHECKBOX 
 Brief Supply Assistances and Incoming Inventory Unit Leader
Supply Assistant
Position Assigned to: Logistics Section_____________________________________
You Report to:
 Inventory Control Unit Leader___________________________


Site:


 ___________________________________________________

Job Shift(s):

 ___________________________________________________
Mission:  Responsible for inventory management and restocking of equipment, clinical and non-clinical supplies for the clinic 

Qualifications (Recommended):

 FORMCHECKBOX 
  Trained on Inventory Management System (IMS)


 FORMCHECKBOX 
  Trained in Incident Command System

Equipment (Recommended):


 FORMCHECKBOX 
  Communications Equipment – 2-way radio, cell phone, contact numbers, laptop


 FORMCHECKBOX 
  Computer with printer and fax machine


 FORMCHECKBOX 
  Vest/ID Badge

Immediate Duties:




 FORMCHECKBOX 
 Read this entire Job Action Sheet 


 FORMCHECKBOX 
 Obtain briefing from Logistics Section Chief

 FORMCHECKBOX 
 Inventory equipment

 FORMCHECKBOX 
 Receive requests for material and contact resources as needed

 FORMCHECKBOX 
 Work with community partners to identify transporation and security for incoming items

 FORMCHECKBOX 
 Record all requests and receipts

 FORMCHECKBOX 
 Advise POD Support and Supply Unit Leader of current status and equipment needs 

 FORMCHECKBOX 
 Communicate your contact information to other Section Chiefs

 FORMCHECKBOX 
 Establish an inventory management center

Ongoing Duties:




 FORMCHECKBOX 
 Update staff of all new developments and receive status reports


 FORMCHECKBOX 
 Maintain log of all assets

 FORMCHECKBOX 
 Report to the Logistics Section Chief & Operations Section Chief 


 FORMCHECKBOX 
 Establish Incident Action Report


 FORMCHECKBOX 
 Manage Resources and Incoming Resources, Maintain appropriate clinical and non-clinical inventory

Extended Duties:



 FORMCHECKBOX 
 Brief Supply Assistances and Incoming Inventory Controller

TRANSPORTATION LEADER
Position Assigned to: Logistics___________________________________________


You Report to:
 Supply Unit Leader__________________________________


Site:


___________________________________________________

Job Shift(s):

___________________________________________________
Mission:  Organize and arrange transportation for all public, personnel and resources

Qualifications (Recommended):


 FORMCHECKBOX 
  NIMS 

 FORMCHECKBOX 
  Familiar with EOC Operations


 FORMCHECKBOX 
  ICS Training


 FORMCHECKBOX 
  Required POD training

Equipment (Recommended):


 FORMCHECKBOX 
  Communications Equipment – 2-way radio, cell phone, contact numbers, laptop


 FORMCHECKBOX 
  Computer with printer and fax machine


 FORMCHECKBOX 
  Vest/ID Badge

Immediate Duties:

 FORMCHECKBOX 
 Read this entire Job Action Sheet


 FORMCHECKBOX 
 Obtain briefing from Supply Unit Leader

 FORMCHECKBOX 
 Obtain security requirements for transport of materials, staff, and public


 FORMCHECKBOX 
 Communicate your contact information to the Logistics Section Chief


 FORMCHECKBOX 
 Review Incident Action Plan 


 FORMCHECKBOX 
 Conduct an inventory of available transportation staff and vehicles, including vehicle type and location


 FORMCHECKBOX 
 Assure vehicle energy resources and communicate resources to Vehicle Manager


 FORMCHECKBOX 
 Assure trip and travel log formats are established


 FORMCHECKBOX 
 Assign dispatchers and drivers

Ongoing Duties:
 FORMCHECKBOX 
 Identify and assign tasks to transportation staff


 FORMCHECKBOX 
 Maintain a log of all transportation requests received, and staff and vehicles assigned


 FORMCHECKBOX 
 Immediately report issues that cannot be resolved by your unit with current resources to the Logistics Section Chief

 FORMCHECKBOX 
 Document all actions and decisions in an Activity Log

Extended Duties:
 FORMCHECKBOX 
 Brief Logistics Section Chief about status of drivers and vehicle availability, and prepare report for the oncoming Manager


 FORMCHECKBOX 
 Prepare End Shift Report and present to oncoming Transportation Manager


 FORMCHECKBOX 
 Plan for the possibility of extended deployment

Route/Vehicle Coordinator
Position assigned to:  Logistics_____________________________________________
You Report to:
Transportation Manager_______________________________


Site:


_____________________________________________________

Job shifts:   

_____________________________________________________

Mission:  Plan the best possible route under existing circumstances (current road/traffic 

conditions, security) for all required trips, and provide a map and/or written driving instructions for drivers.  Ensure vehicle readiness.

Qualifications (Recommended):


 FORMCHECKBOX 
  Required POD training

 FORMCHECKBOX 
  Knowledge of county geography and roads

Equipment (Recommended):

 FORMCHECKBOX 
  Communications Equipment – 2-way radio, cell phone, contact numbers, laptop,fax 

       machine


 FORMCHECKBOX 
  Vest/ID Badge


 FORMCHECKBOX 
  Inventory list of vehicles available


 FORMCHECKBOX 
  Maps

Immediate Duties:

 FORMCHECKBOX 
 Read entire Job Action Sheet


 FORMCHECKBOX 
 Obtain briefing and trip requests from Transportation Manager

 FORMCHECKBOX 
 Obtain route restrictions from law enforcement

 FORMCHECKBOX 
 Establish route trips via PC when available (Map Quest), or manually via atlas/maps 

 FORMCHECKBOX 
 Identify authorized drivers and establish driver pool

 FORMCHECKBOX 
 Dispatches vehicles to appropriate drivers


 FORMCHECKBOX 
 Provide vehicle driver with maps/driving instructions


 FORMCHECKBOX 
 Verify security requirements

Ongoing Duties:

 FORMCHECKBOX 
 Coordinate efforts with Transportation Manager 

 FORMCHECKBOX 
 Obtain route status updates

 FORMCHECKBOX 
 Update drivers on current route status


 FORMCHECKBOX 
 Arrange service, repair and refuel


 FORMCHECKBOX 
 Track vehicle location and availability


 FORMCHECKBOX 
 Document all actions and decisions in an Activity Log

Extended Duties:

 FORMCHECKBOX 
 Prepare End Shift Report and present to oncoming Route/Vehicle Coordinator


 FORMCHECKBOX 
 Plan for the possibility of extended deployment

DRIVER
Position assigned to:  Logistics ​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________
You Report to:
Route/Vehicle Coordinator_______________________________


Site:


_____________________________________________________

Job shifts:    ____________________________________________________________

Mission:  Transport materials/equipment/supplies/staff

Qualifications (Recommended):


 FORMCHECKBOX 
 Good driving record and proper licensing 

Equipment (Recommended):


 FORMCHECKBOX 
  Communications Equipment – 2-way radio, cell phone, contact numbers
  
 FORMCHECKBOX 
  Vest/ID Badge

Immediate Duties:

 FORMCHECKBOX 
 Read entire Job Action Sheet and Just-in-time training on Chain-of-Custody

Procedures

 FORMCHECKBOX 
 Obtain briefing and trip requests from Route/Vehicle Coordinator


 FORMCHECKBOX 
 Get assignment, map, directions, and communication device(s) from Vehicle 

      Coordinator 


 FORMCHECKBOX 
 Get keys and sign out vehicle from Vehicle Coordinator


 FORMCHECKBOX 
 Verify security requirements

Ongoing Duties:

 FORMCHECKBOX 
 Coordinate efforts with Vehicle Coordinator


 FORMCHECKBOX 
 Report current status of road/traffic conditions via communications with 
Vehicle Coordinator (who receives updates from drivers), police, radio, etc.


 FORMCHECKBOX 
 Arrange service, repair and refuel

Extended Duties:

 FORMCHECKBOX 
 Prepare End Shift Report and present to Vehicle Coordinator


 FORMCHECKBOX 
 Plan for the possibility of extended deployment


 FORMCHECKBOX 
 Report vehicle problems and communicate progress

FOOD UNIT LEADER
Position assigned to:  Logistics Section
You Report to:
Inventory Unit Leader_________________________________


Site:


___________________________________________________

Job Shift(s):

___________________________________________________
Mission:  Organize for food, water, refreshments, and other personal support items, such as soap, paper towels, towels, toothpaste, toilet paper, housing, etc.

Qualifications (Recommended):


 FORMCHECKBOX 
 Just-in-Time training

Equipment (Recommended):


 FORMCHECKBOX 
  Communications Equipment – 2-way radio, cell phone, contact numbers


 FORMCHECKBOX 
  Vest/ID Badge

Immediate Duties:
 FORMCHECKBOX 
 Read entire Job Action Sheet

 FORMCHECKBOX 
 Obtain briefing from Supply Assistant on current and proposed staffing situation

 FORMCHECKBOX 
 Identify/Report nutritional and personal item requirements to the POD Inventory Unit Leader

 FORMCHECKBOX 
 Obtain subsistence resources (e.g. food, water, rest space, hygiene supplies)

Ongoing Duties:
 FORMCHECKBOX 
 Continue to stock subsistence resources and request additional resources 

through Inventory Unit Leader

 FORMCHECKBOX 
 Document all actions and decisions in the Activity Log
 FORMCHECKBOX 
 Organize station to supply subsistence resources to POD staff

Extended Duties:
 FORMCHECKBOX 
 Prepare End Shift Report and present to oncoming Food Unit Leader

Data Entry Worker
Position assigned to:
Logistics___________________________________________


You Report to:
Inventory Unit Leader______________________________


Site:


___________________________________________________

Job Shift(s):

___________________________________________________

Mission:  Ensure accurate and timely recording and collection of data.


Qualifications (Recommended):

 FORMCHECKBOX 
  Experience with data entry
Equipment (Recommended):

 FORMCHECKBOX 
  Laptop


 FORMCHECKBOX 
  Pens, pencils, paper


 FORMCHECKBOX 
  Vest/ID Badge
Immediate Duties:

 FORMCHECKBOX 
 Read this entire Job Action Sheet


 FORMCHECKBOX 
 Obtain briefing from Inventory Unit Leader
 FORMCHECKBOX 
 Familiarize self with core data elements and procedures required by Incident Action Plan


 FORMCHECKBOX 
 Enter information into data collection system in use during the event

 FORMCHECKBOX 
 Assist in establishing data entry procedures that ensure consistency


 FORMCHECKBOX 
 Identify and communicate equipment needs to Documentation Unit Leader 

Ongoing Duties:


 FORMCHECKBOX 
 Provide information to Unit Leader


 FORMCHECKBOX 
 Identify and report data issues


 FORMCHECKBOX 
 Maintain a log of data requests

 FORMCHECKBOX 
 Communicate your contact information to other Section Chiefs if necessary

 FORMCHECKBOX 
 Document all actions and decisions in an Activity Log

 Extended Duties:

 FORMCHECKBOX 
 Prepare End of Shift Report and present to oncoming Data Entry 

Operations Section Chief


Mission:
Organize and direct aspects relating to the Operations Section. Carry out directives of the Incident Commander. Coordinate and supervise all Units of the Operations Section.  


Oversees: Clinic Medical Branch Director, Clinic Flow Branch Director, and Clinic Education/Mental Health Branch Director

Qualifications:


· Familiar with mass clinic operations

· Communications skills

· Good organizational skills and management experience 

· Required training, required vaccine/prophylaxis 

Equipment:

· Cell phone and contact numbers

· Radio Communication

· Vest/ID Badge

· Roster of Clinic staff

· Loud Speaker or bullhorn

· Clipboard

Immediate Duties:

· Meet with Clinic Site Commander for initial incident briefing

· Put on vest and clinic identification 

· Read this entire Job Action Sheet

· Brief all operations branch directors

· Establish an Operations Section base within the clinic

Ongoing Duties:

· Obtain needed supplies with assistance of the Logistics Section

· Track, stay aware of incident expansion/contraction due to changes in conditions

· Determine additional resources needed

· Document all actions and decisions in a Section Activity Log.

· Anticipate staff needs and request more staff if needed for each section

· Provide updates on clinic operations to the Planning Section Chief and Clinic Site Commander.

Extended Duties:

· Evaluate the need for demobilization of the clinic and provide input to the Holding Pattern or Demobilization Plan

· Ensure all records and reports are turned in to the correct Section Chief

· Oversee the breakdown of the clinic

· Consult with Liaison Officer, Demobilization Unit Leader, and Planning Section Chief for release priorities

· Complete an After Action Report and participate in the debriefing.

SITE SECURITY GROUP SUPERVISOR
Position assigned to:
Command Staff______________________________________


You Report to:
Operations Chief______________________________________


Site:


___________________________________________________

Job Shift(s):

___________________________________________________
Mission:
To assure security at all POD locations including vaccine/medication storage and transport, personnel and public safety.  

Qualifications:

· Non – medical with security background preferred

· Required training

· Received vaccine/prophylaxis 

Equipment:

· If not with local law enforcement Cell phone and contact numbers

· Radio Communication

· Vest/ID Badge

· Whistle

Immediate Duties:

· Check in at Volunteer Station

· Read this entire Job Action sheet

· If not with local law enforcement, contact local law enforcement and establish emergency protocols

· Put on vest and Identification 

· Oversee Security Staff

· Review scope of authority 

· Become familiar with emergency entrance and exit routes

·  Meet with Security Personnel

· Assign positions to Security Personnel

· Ensure workers have read and understand appropriate Job Action Sheets

· Initiate a reconnaissance of the site during the site set-up for any compromising security issues

· Review response plan and security issues with POD Site Commander, Greeters and Exit Workers in anticipation of any security problems

Ongoing Duties:

· Coordinate and monitor  both Internal and External Security Personnel

· Assign one security personnel at the site entrance/exit and one inside the clinic

· Ensure Vehicle flow and Pedestrian flow are moving in an efficient and safe manner

· Maintain constant communication with POD Site Commander to determine the ongoing operations of the site

· POD Flow Group Supervisor; Security Personnel and Volunteer Coordinator will have an approved access list of all personnel to be allowed in

· Unexpected persons seeking entrance into the site must be approved through the POD Site Commander and Security

· Observe all packages or cases brought in by clients or staff

· Ensure the prophylactic medicines or vaccines are safely delivered

· Monitor the identification system – staff granted access to the site will have appropriate identification badges (ie, Health Agency ID badges, Medical Reserve Corps ID badges and Photo ID)

· Refer distressed, upset and anxious clients to the Counseling and Support Workers

Extended Duties:

· Ensure the prophylactic medicines or vaccines are safely secured

· Confirm status of the facility upon closure and not any damages or problems

· Check out with POD Site Commander and at Volunteer Station

· Participate in scheduled debriefing sessions

SECURITY ASSISTANT

Position assigned to:
Command Staff______________________________________


You Report to:
Security Officer______________________________________


Site:


___________________________________________________

Job Shift(s):

___________________________________________________
Report to: Site Security Unit Leader

Mission:  To assure security at all POD locations including vaccine/medication storage and transport, personnel and public safety.
Qualifications (Recommended):

 FORMCHECKBOX 
  Law Enforcement, military, or security background preferred

 FORMCHECKBOX 
  Required POD Training


 FORMCHECKBOX 
  Non-Medical
Equipment (Recommended):





 FORMCHECKBOX 
  Communications Equipment – 2-way radio, cell phone, contact numbers, 

laptop


 FORMCHECKBOX 
  Vest/ID Badge

Immediate Duties:




 FORMCHECKBOX 
 Read this entire Job Action sheet 


 FORMCHECKBOX 
 Obtain a briefing from Safety Officer

 FORMCHECKBOX 
 Become familiar with emergency entrance and exit routes

 FORMCHECKBOX 
 Review protocols for security operations

 FORMCHECKBOX 
 Review scope of authority

Ongoing Duties:




 FORMCHECKBOX 
 Maintain security of clinic supply storage site


 FORMCHECKBOX 
 Maintain security within clinic

 FORMCHECKBOX 
 Maintain perimeter security outside clinic

 FORMCHECKBOX 
 Arrange for vaccine security during transport from receiving to clinic sites

 FORMCHECKBOX 
 Conduct traffic control outside clinic

Extended Duties:


 FORMCHECKBOX 
 Prepare updated end of shift report and brief oncoming Security Officer


 FORMCHECKBOX 
 Plan for the possibility of extended deployment

MEDICAL UNIT LEADER
Position assigned to:
Operations Section____________________________________


You Report to:
Operations Section Chief_______________________________


Site:


___________________________________________________

Job Shift(s):

___________________________________________________
Mission:  
Coordinate and supervise all groups of the Medical Unit and carry out 



tasks/directives established by the Operations Section Chief. 
Oversees:  Medical Evaluation Supervisor, POD Flow/Education Materials Supervisor, Meds/Vaccine Supervisor, and Special Needs/Mental Health Supervisor.

Qualifications:

 FORMCHECKBOX 
  NIMS IS700 or equivalent 
 FORMCHECKBOX 
  Familiar with Mass Clinic Operations

 FORMCHECKBOX 
  ICS Training

 FORMCHECKBOX 
  Required POD Training

 FORMCHECKBOX 
  Medical Background Required – Physician, Nurse, Paramedic, or other trained medical professional

Equipment (Recommended):
 FORMCHECKBOX 
  Communications Equipment – 2-way radio, cell phone, contact numbers, laptop

 FORMCHECKBOX 
  Vest/ID Badge

Immediate Duties:
 FORMCHECKBOX 
 Read this entire Job Action Sheet 

 FORMCHECKBOX 
 Obtain briefing from the Operations Section Chief

 FORMCHECKBOX 
 Identify and report to the Operations Section Chief any tactical resources for the Incident Action Plan

 FORMCHECKBOX 
 Appoint Supervisors and distribute Job Action Sheets

 FORMCHECKBOX 
 Brief all Supervisors on the Incident Action Plan

Ongoing Duties:



 FORMCHECKBOX 
 Request resources as needed or identified by Supervisors

 FORMCHECKBOX 
 Participate in Operations Section briefings to receive status reports and update the Incident Action Plan


Extended Duties:
 FORMCHECKBOX 
 Prepare updated end of shift report and brief oncoming Medical Branch Director
 FORMCHECKBOX 
 Plan for the possibility of extended deployment

Staff/Volunteer Coordinator

Position assigned to:
Operations Section____________________________________


You Report to:
Operations Section Chief_______________________________


Site:


___________________________________________________

Job Shift(s):

___________________________________________________
Mission:  

Qualifications:

 FORMCHECKBOX 
  

Equipment (Recommended):
 FORMCHECKBOX 
  Communications Equipment – 2-way radio, cell phone, contact numbers, laptop

 FORMCHECKBOX 
  Vest/ID Badge

Immediate Duties:
 FORMCHECKBOX 
 Read this entire Job Action Sheet 

 FORMCHECKBOX 
 Obtain briefing from the Operations Section Chief

 FORMCHECKBOX 
 Receiving information about numbers and types of volunteers needed.  Work with partner organizations to obtain these.   

 FORMCHECKBOX 
 Set up a volunteer/staff station 

 FORMCHECKBOX 
 Ensure all volunteers sign in and out using form ICS 211

 FORMCHECKBOX 
 Set up Credentialing Method 

 FORMCHECKBOX 
 Verify each contact number is correct

 FORMCHECKBOX 
  Have staff and volunteers fill out the emergency contact information sheet

 FORMCHECKBOX 
 Assign staff and volunteers a supervisor, equipment, and just-in-time training material

Ongoing Duties:



 FORMCHECKBOX 
 Monitor Volunteer/Staff Station

 FORMCHECKBOX 
 Ensure all volunteers sign out using the ICS 211

 FORMCHECKBOX 
 Manage staff, create shift schedules, and rotate POD staff to allow for staff breaks

Extended Duties:
 FORMCHECKBOX 
 Prepare updated end of shift report and brief oncoming Staff/Volunteer Coordinator
 FORMCHECKBOX 
 Plan for the possibility of extended deployment
 ENTRANCE GROUP SUPERVISOR

Position assigned to:
Operations Section____________________________________


You Report to:
___________________________________________________


Site:


___________________________________________________

Job Shift(s):

___________________________________________________
Mission:  Oversee entrance areas.
Qualifications (Recommended):

 FORMCHECKBOX 
  Required POD Training

Equipment (Recommended):

 FORMCHECKBOX 
  Communications Equipment – 2-way radio, cell phone


 FORMCHECKBOX 
  Vest/ID Badge

Immediate Duties:

 FORMCHECKBOX 
 Read this entire Job Action Sheet 


 FORMCHECKBOX 
 Obtain briefing from the Operations Chief

 FORMCHECKBOX 
 Review signs/symptoms identified by triage guidelines


 FORMCHECKBOX 
 Provide JIT to entrance staff

 FORMCHECKBOX 
 Answer questions that individuals might have and make appropriate referrals

Ongoing Duties:




 FORMCHECKBOX 
 Participate in briefings to receive status reports

Extended Duties:

 FORMCHECKBOX 
 Plan for the possibility of extended deployment


 FORMCHECKBOX 
 Prepare end of shift report and brief oncoming Entrance Group Supervisor
ENTRANCE GREETER/SCREENER
Position assigned to:
Operations Section____________________________________


You Report to:
Entrance Group Supervisor_____________________________


Site:


___________________________________________________

Job Shift(s):

___________________________________________________
Mission:  
Greet individuals entering the POD site and direct persons to registration area. Attempt to separate symptomatic from asymptomatic clients
Qualifications (Recommended):

 FORMCHECKBOX 
  Required POD Training

Equipment (Recommended):

 FORMCHECKBOX 
  Communications Equipment – 2-way radio, cell phone


 FORMCHECKBOX 
  Vest/ID Badge

Immediate Duties:

 FORMCHECKBOX 
 Read this entire Job Action Sheet 


 FORMCHECKBOX 
 Obtain briefing from the Registration/Entrance Group Supervisor


 FORMCHECKBOX 
 Review signs/symptoms identified by triage guidelines


 FORMCHECKBOX 
 Greet individuals entering the POD site


 FORMCHECKBOX 
 Direct persons to forms distribution area


 FORMCHECKBOX 
 Answer questions that individuals might have and make appropriate referrals
Ongoing Duties:




 FORMCHECKBOX 
 Participate in briefings to receive status reports

 FORMCHECKBOX 
 Greet, direct, and answer non-medical questions

 FORMCHECKBOX 
 Assist disabled and special needs clients, contact special needs area when needed

 FORMCHECKBOX 
 Direct clients to the screening station 

 FORMCHECKBOX 
 Attempt to separate symptomatic from asymptomatic clients

 FORMCHECKBOX 
 Distribute Screening Questionnaire to all individuals.  

 FORMCHECKBOX 
 Direct non-ill patients to the registration station and ill patients to the triage station. 
Extended Duties:

 FORMCHECKBOX 
 Plan for the possibility of extended deployment

 FORMCHECKBOX 
 Prepare end of shift report and brief oncoming Greeter

REGISTRATION GROUP SUPERVISOR

Position assigned to:
Operations Section____________________________________


You Report to:
___________________________________________________


Site:


___________________________________________________

Job Shift(s):

___________________________________________________
Mission:  Oversee registration area.
Qualifications (Recommended):

 FORMCHECKBOX 
  Required POD Training

Equipment (Recommended):

 FORMCHECKBOX 
  Communications Equipment – 2-way radio, cell phone


 FORMCHECKBOX 
  Vest/ID Badge

Immediate Duties:

 FORMCHECKBOX 
 Read this entire Job Action Sheet 


 FORMCHECKBOX 
 Obtain briefing from the Operations Chief


 FORMCHECKBOX 
 Review signs/symptoms identified by triage guidelines


 FORMCHECKBOX 
 Provide JIT to registration staff

 FORMCHECKBOX 
 Set up a registration station

 FORMCHECKBOX 
 Obtain appropriate equipment (clipboards, pens, etc.)


 FORMCHECKBOX 
 Answer questions that individuals might have and make appropriate referrals

Ongoing Duties:




 FORMCHECKBOX 
 Participate in briefings to receive status reports

Extended Duties:

 FORMCHECKBOX 
 Plan for the possibility of extended deployment


 FORMCHECKBOX 
 Prepare end of shift report and brief oncoming Registration Group Supervisor

REGISTRATION WORKER

Position assigned to:
Operations Section____________________________________


You Report to:
Registration Group Supervisor_________________


Site:


___________________________________________________

Job Shift(s):

___________________________________________________
Mission:  
Direct persons to registration area and distribute registration form to clients.
Qualifications (Recommended):

 FORMCHECKBOX 
  Required POD Training

Equipment (Recommended):

 FORMCHECKBOX 
  Communications Equipment – 2-way radio, cell phone


 FORMCHECKBOX 
  Vest/ID Badge

Immediate Duties:

 FORMCHECKBOX 
 Read this entire Job Action Sheet 


 FORMCHECKBOX 
 Obtain briefing from the Registration Group Supervisor


 FORMCHECKBOX 
 Review signs/symptoms identified by triage guidelines

 FORMCHECKBOX 
 Answer questions that individuals might have and make appropriate referrals.
Ongoing Duties:




 FORMCHECKBOX 
 Participate in briefings to receive status reports


 FORMCHECKBOX 
 Greet, direct, and answer non-medical questions

 FORMCHECKBOX 
 Assist disabled and special needs clients, contact special needs area when needed

 FORMCHECKBOX 
 Distribute the health history form (NAPH) to all non-ill clients.  

 FORMCHECKBOX 
 Direct clients to the next station 

 FORMCHECKBOX 
 Attempt to separate symptomatic from asymptomatic clients

Extended Duties:


 FORMCHECKBOX 
 Plan for the possibility of extended deployment


 FORMCHECKBOX 
 Prepare end of shift report and brief oncoming Greeter

TRIAGE GROUP SUPERVISOR

Position assigned to:
Operations Section____________________________________


You Report to:
___________________________________________________


Site:


___________________________________________________

Job Shift(s):

___________________________________________________
Mission:  Oversee triage station area including staff and EMS.
Qualifications (Recommended):

 FORMCHECKBOX 
  Required POD Training 

 FORMCHECKBOX 
  Medical Background Strongly Recommended
Equipment (Recommended):

 FORMCHECKBOX 
  Communications Equipment – 2-way radio, cell phone


 FORMCHECKBOX 
  Vest/ID Badge

Immediate Duties:

 FORMCHECKBOX 
 Read this entire Job Action Sheet 


 FORMCHECKBOX 
 Obtain briefing from the Operations Chief


 FORMCHECKBOX 
 Review signs/symptoms identified by triage guidelines


 FORMCHECKBOX 
 Provide JIT to triage staff

 FORMCHECKBOX 
 Set up a triage station

 FORMCHECKBOX 
 Obtain appropriate equipment (clipboards, pens, etc.)


 FORMCHECKBOX 
 Answer questions that individuals might have and make appropriate referrals

Ongoing Duties:



 FORMCHECKBOX 
 Oversee the evaluation of symptomatic or ill patients who have been directed to the triage station.  
 FORMCHECKBOX 
 Evaluate (temperature, review of signs and symptoms) and direct the person as it is warranted. 
 FORMCHECKBOX 
 Advise ill patients to self-transport to local hospitals and treatment centers. 
 FORMCHECKBOX 
 Contact EMS for severely ill or injured patients or workers to be transported to the hospital or local treatment center when necessary. 

Extended Duties:

 FORMCHECKBOX 
 Plan for the possibility of extended deployment


 FORMCHECKBOX 
 Prepare end of shift report and brief oncoming Triage Group Supervisor

TRIAGE WORKER

Position assigned to:
Operations Section____________________________________


You Report to:
Triage Group Supervisor_________________


Site:


___________________________________________________

Job Shift(s):

___________________________________________________
Mission:  
Screen patients and attempt to separate asymptomatic patients from symptomatic patients.
Qualifications (Recommended):

 FORMCHECKBOX 
  Required POD Training

 FORMCHECKBOX 
  Preferred Medical Background

Equipment (Recommended):

 FORMCHECKBOX 
  Communications Equipment – 2-way radio, cell phone


 FORMCHECKBOX 
  Vest/ID Badge

Immediate Duties:

 FORMCHECKBOX 
 Read this entire Job Action Sheet 


 FORMCHECKBOX 
 Obtain briefing from the Triage Group Supervisor


 FORMCHECKBOX 
 Review signs/symptoms identified by triage guidelines

 FORMCHECKBOX 
 Answer questions that individuals might have and make appropriate referrals.
Ongoing Duties:




 FORMCHECKBOX 
 Participate in briefings to receive status reports

 FORMCHECKBOX 
 Assist disabled and special needs clients when needed

 FORMCHECKBOX 
 Attempt to separate symptomatic from asymptomatic clients
 FORMCHECKBOX 
 Evaluate symptomatic or ill patients who have been directed to the triage station.  
 FORMCHECKBOX 
 Evaluate (temperature, review of signs and symptoms) and direct the person as it is warranted. 
 FORMCHECKBOX 
 Advise ill patients to self-transport to local hospitals and treatment centers. 
 FORMCHECKBOX 
 Contact EMS for severely ill or injured patients or workers to be transported to the hospital or local treatment center when necessary. 
Extended Duties:


 FORMCHECKBOX 
 Plan for the possibility of extended deployment


 FORMCHECKBOX 
 Prepare end of shift report and brief oncoming Triage Worker
FORMS ASSESSMENT GROUP SUPERVISOR

Position assigned to:
Operations Section____________________________________


You Report to:
___________________________________________________


Site:


___________________________________________________

Job Shift(s):

___________________________________________________
Mission:  Oversee forms assessment station area.
Qualifications (Recommended):

 FORMCHECKBOX 
  Required POD Training 

Equipment (Recommended):

 FORMCHECKBOX 
  Communications Equipment – 2-way radio, cell phone


 FORMCHECKBOX 
  Vest/ID Badge

Immediate Duties:

 FORMCHECKBOX 
 Read this entire Job Action Sheet 


 FORMCHECKBOX 
 Obtain briefing from the Operations Chief


 FORMCHECKBOX 
 Review signs/symptoms identified by triage guidelines


 FORMCHECKBOX 
 Provide JIT to forms assessment staff

 FORMCHECKBOX 
 Set up a forms assessment station

 FORMCHECKBOX 
 Obtain appropriate equipment 


 FORMCHECKBOX 
 Answer questions that individuals might have and make appropriate referrals

Ongoing Duties:



 FORMCHECKBOX 
 Oversee the review of each client’s NAPH forms(s) for accuracy and completeness
 FORMCHECKBOX 
 Assist clients in completing their NAPH form(s)

 FORMCHECKBOX 
 Assist forms assessment staff
 FORMCHECKBOX 
 Direct Clients to the next station
Extended Duties:

 FORMCHECKBOX 
 Plan for the possibility of extended deployment


 FORMCHECKBOX 
 Prepare end of shift report and brief oncoming Triage Group Supervisor

FORMS ASSESSMENT WORKER

Position assigned to:
Operations Section____________________________________


You Report to:
Forms Assessment Group Supervisor_________________


Site:


___________________________________________________

Job Shift(s):

___________________________________________________
Mission:  
Assist clients in completing their NAPH form.
Qualifications (Recommended):

 FORMCHECKBOX 
  Required POD Training

Equipment (Recommended):

 FORMCHECKBOX 
  Communications Equipment – 2-way radio, cell phone


 FORMCHECKBOX 
  Vest/ID Badge

Immediate Duties:

 FORMCHECKBOX 
 Read this entire Job Action Sheet 


 FORMCHECKBOX 
 Obtain briefing from the Forms Assessment Group Supervisor


 FORMCHECKBOX 
 Review signs/symptoms identified by triage guidelines

 FORMCHECKBOX 
 Answer questions that individuals might have and make appropriate referrals.
Ongoing Duties:



 FORMCHECKBOX 
 Review each client’s NAPH forms(s) for accuracy and completeness
 FORMCHECKBOX 
 Assist clients in completing their NAPH form(s)

 FORMCHECKBOX 
 Direct Clients to the next station
 FORMCHECKBOX 
 Assist disabled and special needs clients when needed

Extended Duties:


 FORMCHECKBOX 
 Plan for the possibility of extended deployment


 FORMCHECKBOX 
 Prepare end of shift report and brief oncoming Triage Worker

EDUCATION GROUP SUPERVISOR

Position assigned to:
Operations Section____________________________________


You Report to:
___________________________________________________


Site:


___________________________________________________

Job Shift(s):

___________________________________________________
Mission:  Oversee education area.  Instruct persons to review educational materials and direct individuals to the Medical Screening Area. 
Qualifications (Recommended):

 FORMCHECKBOX 
  Required POD Training 

Equipment (Recommended):

 FORMCHECKBOX 
  Communications Equipment – 2-way radio, cell phone


 FORMCHECKBOX 
  Vest/ID Badge


 FORMCHECKBOX 
  Video/DVD


 FORMCHECKBOX 
  DVD Player(s)/VCR(s)


 FORMCHECKBOX 
  TV(s)/Screens

Immediate Duties:

 FORMCHECKBOX 
 Read this entire Job Action Sheet 


 FORMCHECKBOX 
 Obtain briefing from the Operations Chief


 FORMCHECKBOX 
 Provide JIT to education staff

 FORMCHECKBOX 
 Set up an education station and review educational material
 FORMCHECKBOX 
 Obtain appropriate equipment 

Ongoing Duties:



 FORMCHECKBOX 
 Oversee educations station and provide health education to clients 
 FORMCHECKBOX 
 Be available to assist clients and answer questions

 FORMCHECKBOX 
 Provide each client with education materiel verbally and in the form of patient information sheets, videos, drug information sheets or other fact sheets

 FORMCHECKBOX 
 Power on TV(s) and VCR(s)/DVD players(s); load DVD(s)/VHS tape(s)


 FORMCHECKBOX 
 Instruct persons to view the VHS or DVD educational material

 FORMCHECKBOX 
 Direct Clients to the next station

Extended Duties:

 FORMCHECKBOX 
 Plan for the possibility of extended deployment


 FORMCHECKBOX 
 Prepare end of shift report and brief oncoming Education Group Supervisor

EDUCATION WORKER

Position assigned to:
Operations Section____________________________________


You Report to:
Education Group Supervisor____________________________


Site:


___________________________________________________

Job Shift(s):

___________________________________________________
Mission:  
Provide Health education to clients.
Qualifications (Recommended):

 FORMCHECKBOX 
  Required POD Training

Equipment (Recommended):

 FORMCHECKBOX 
  Communications Equipment – 2-way radio, cell phone


 FORMCHECKBOX 
  Vest/ID Badge


 FORMCHECKBOX 
  Video/DVD


 FORMCHECKBOX 
  DVD Player(s)/VCR(s)


 FORMCHECKBOX 
  TV(s)/Screens

Immediate Duties:

 FORMCHECKBOX 
 Read this entire Job Action Sheet 


 FORMCHECKBOX 
 Obtain briefing from the Education Group Supervisor


 FORMCHECKBOX 
 Review education material 
 FORMCHECKBOX 
 Answer questions that individuals might have and make appropriate referrals.
Ongoing Duties:



 FORMCHECKBOX 
 Provide health education to clients 
 FORMCHECKBOX 
  Provide each client with education materiel verbally and in the form of patient information sheets, videos, drug information sheets or other fact sheets

 FORMCHECKBOX 
 Power on TV(s) and VCR(s)/DVD players(s); load DVD(s)/VHS tape(s)


 FORMCHECKBOX 
 Instruct persons to view the VHS or DVD educational material

 FORMCHECKBOX 
 Direct Clients to the next station

Extended Duties:


 FORMCHECKBOX 
 Plan for the possibility of extended deployment


 FORMCHECKBOX 
 Prepare end of shift report and brief oncoming Education Worker 
MEDICAL EVALUATION GROUP SUPERVISOR

Position assigned to:
Operations Section____________________________________


You Report to:
___________________________________________________


Site:


___________________________________________________

Job Shift(s):

___________________________________________________
Mission:  Oversee medical evaluation area.  
Qualifications (Recommended):

 FORMCHECKBOX 
  Required POD Training 

 FORMCHECKBOX 
  Medical Background

Equipment (Recommended):

 FORMCHECKBOX 
  Communications Equipment – 2-way radio, cell phone


 FORMCHECKBOX 
  Vest/ID Badge

Immediate Duties:

 FORMCHECKBOX 
 Read this entire Job Action Sheet 


 FORMCHECKBOX 
 Obtain briefing from the Operations Chief


 FORMCHECKBOX 
 Provide JIT to medical evaluation staff

 FORMCHECKBOX 
 Set up a medical evaluation station and review the Standing Orders

 FORMCHECKBOX 
 Obtain appropriate equipment 

Ongoing Duties:



 FORMCHECKBOX 
 Oversee medical evaluation area.
 FORMCHECKBOX 
 Interview questions concerning pregnancy, underlying illness and contraindications shall be asked to each client. 
 FORMCHECKBOX 
 Based on the answers given it will be determined what medication dosage they are to be given. 
 FORMCHECKBOX 
 Ensure a subject matter expert should be available to assist nurses with questions.  
 FORMCHECKBOX 
 Be available to offer private counseling for client with certain medical conditions (contraindications) or special medical needs
 FORMCHECKBOX 
 Check for NAPH form completions including the clients signed consent completion

Extended Duties:

 FORMCHECKBOX 
 Plan for the possibility of extended deployment


 FORMCHECKBOX 
 Prepare end of shift report and brief oncoming Education Group Supervisor

MEDICAL EVALUATION WORKER

Position assigned to:
Operations Section____________________________________


You Report to:
Medical Evaluation Group Supervisor______________________


Site:


___________________________________________________

Job Shift(s):

___________________________________________________
Mission:  
Conduct a medical evaluation of clients.
Qualifications (Recommended):

 FORMCHECKBOX 
  Required POD Training

Equipment (Recommended):

 FORMCHECKBOX 
  Communications Equipment – 2-way radio, cell phone


 FORMCHECKBOX 
  Vest/ID Badge

Immediate Duties:

 FORMCHECKBOX 
 Read this entire Job Action Sheet 


 FORMCHECKBOX 
 Obtain briefing from the Medical Evaluation Group Supervisor


 FORMCHECKBOX 
 Review standing orders and other medication information 
 FORMCHECKBOX 
 Answer questions that individuals might have and make appropriate referrals.
Ongoing Duties:



 FORMCHECKBOX 
 Oversee medical evaluation area.
 FORMCHECKBOX 
 Interview questions concerning pregnancy, underlying illness and contraindications shall be asked to each client. 
 FORMCHECKBOX 
 Based on the answers given it will be determined what medication dosage they are to be given. 
 FORMCHECKBOX 
  A subject matter expert should be available to assist you with questions.  
 FORMCHECKBOX 
 Be available to offer private counseling for client with certain medical conditions (contraindications) or special medical needs
 FORMCHECKBOX 
 Check for NAPH form completions including the clients signed consent completion

Extended Duties:


 FORMCHECKBOX 
 Plan for the possibility of extended deployment


 FORMCHECKBOX 
 Prepare end of shift report and brief oncoming Medical Evaluation Worker 

MEDICAL PREPARATION GROUP SUPERVISOR

Position assigned to:
Operations Section____________________________________


You Report to:
___________________________________________________


Site:


___________________________________________________

Job Shift(s):

___________________________________________________
Mission:  Oversee medication preparation area.  
Qualifications (Recommended):

 FORMCHECKBOX 
  Required POD Training 

 FORMCHECKBOX 
  Pharmacist

Equipment (Recommended):

 FORMCHECKBOX 
  Communications Equipment – 2-way radio, cell phone


 FORMCHECKBOX 
  Vest/ID Badge

Immediate Duties:

 FORMCHECKBOX 
 Read this entire Job Action Sheet 


 FORMCHECKBOX 
 Obtain briefing from the Operations Chief


 FORMCHECKBOX 
 Provide JIT to medical preparation staff

 FORMCHECKBOX 
 Set up a medical preparation station and review management protocols
 FORMCHECKBOX 
 Obtain appropriate equipment and pharmaceuticals
Ongoing Duties:



 FORMCHECKBOX 
 Oversee medical preparation area.
 FORMCHECKBOX 
 Prepare medications if necessary including preparing dispensing containers, labels, and double check medications/vaccine.
 FORMCHECKBOX 
 Appropriately label medications.  Medication must be labeled to comply with State Pharmacy and FDA regulations.  Note: Labels should be prepared ahead of time, and available in multiple languages.  Minimum information should include, but is not limited to: Lot number, drug name, directions for use, name/address of dispensing location, date, 24 hour emergency telephone number, initials of dispenser
 FORMCHECKBOX 
 Ensure security and follow safety and storage measures for medication and vaccine at all times. 
 FORMCHECKBOX 
 Supply/transport medication or vaccine to the dispensing staff.
Extended Duties:

 FORMCHECKBOX 
 Plan for the possibility of extended deployment


 FORMCHECKBOX 
 Prepare end of shift report and brief oncoming Medical Preparation Group Supervisor

MEDICAL PREPARATION WORKER

Position assigned to:
Operations Section____________________________________


You Report to:
Medical Evaluation Group Supervisor______________________


Site:


___________________________________________________

Job Shift(s):

___________________________________________________
Mission:  
Prepare medications for dispensing station.
Qualifications (Recommended):

 FORMCHECKBOX 
  Required POD Training

Equipment (Recommended):

 FORMCHECKBOX 
  Communications Equipment – 2-way radio, cell phone


 FORMCHECKBOX 
  Vest/ID Badge

Immediate Duties:

 FORMCHECKBOX 
 Read this entire Job Action Sheet 


 FORMCHECKBOX 
 Obtain briefing from the Medical Preparation Group Supervisor


 FORMCHECKBOX 
 Review protocols
Ongoing Duties:



 FORMCHECKBOX 
 Follow pharmacist’s and/or medical preparation supervisor’s directions
 FORMCHECKBOX 
 Prepare medications if necessary including preparing dispensing containers, labels, and double check medications/vaccine.
 FORMCHECKBOX 
 Appropriately label medications.  Medication must be labeled to comply with State Pharmacy and FDA regulations.  
 FORMCHECKBOX 
 Ensure security and follow safety and storage measures for medication and vaccine at all times. 
 FORMCHECKBOX 
 Monitor and record vaccine temperature using the vaccine temperature log. 
 FORMCHECKBOX 
 Supply/transport medication or vaccine to the dispensing staff.
Extended Duties:


 FORMCHECKBOX 
 Plan for the possibility of extended deployment


 FORMCHECKBOX 
 Prepare end of shift report and brief oncoming Medical Preparation Worker 

Medication/Vaccine DISPENSING GROUP SUPERVISOR

Position assigned to:
Operations Section____________________________________


You Report to:
___________________________________________________


Site:


___________________________________________________

Job Shift(s):

___________________________________________________
Mission:  Oversee dispensing area.  
Qualifications (Recommended):

 FORMCHECKBOX 
  Required POD Training 

 FORMCHECKBOX 
  RN, MD, DO, or other Medical Background

Equipment (Recommended):

 FORMCHECKBOX 
  Communications Equipment – 2-way radio, cell phone


 FORMCHECKBOX 
  Vest/ID Badge

Immediate Duties:

 FORMCHECKBOX 
 Read this entire Job Action Sheet 


 FORMCHECKBOX 
 Obtain briefing from the Operations Chief


 FORMCHECKBOX 
 Provide JIT to medical preparation staff

 FORMCHECKBOX 
 Set up a medical dispensing station(s) and review dispensing protocols

 FORMCHECKBOX 
 Obtain appropriate equipment and pharmaceuticals

Ongoing Duties:



 FORMCHECKBOX 
 Oversee medical dispensing area and provide assistance to nursing staff
 FORMCHECKBOX 
 Manage pharmaceutical supplies and request additional supplies from preparation area.  

 FORMCHECKBOX 
 Provide each client with the medication information or vaccine information sheet

 FORMCHECKBOX 
 Be available to answer the clients remaining questions

 FORMCHECKBOX 
 Double check dosage and screening information on the NAPH form for completeness and accuracy

 FORMCHECKBOX 
 Follow protocols to provide each client with the medication or vaccination.

 FORMCHECKBOX 
 Record the drug name and lot number on the appropriate form.

 FORMCHECKBOX 
 Initial of medication bottle when appropriate.

 FORMCHECKBOX 
 If the client refuses to take the medication/vaccine, they will sign a “refusal roster” indicating thy have been educated about the vaccine and public health issue.

Extended Duties:

 FORMCHECKBOX 
 Plan for the possibility of extended deployment


 FORMCHECKBOX 
 Prepare end of shift report and brief oncoming Dispensing Group Supervisor

MEDICATION DISTRIBUTOR/ VACCINATOR
Position assigned to:
Operations Section____________________________________


You Report to:
Dispensing Group Supervisor____________________________


Site:


___________________________________________________

Job Shift(s):

___________________________________________________
Mission:  
Dispense medications to clients.
Qualifications (Recommended):

 FORMCHECKBOX 
  Required POD Training

 FORMCHECKBOX 
  Required Medical Background

Equipment (Recommended):

 FORMCHECKBOX 
  Communications Equipment – 2-way radio, cell phone


 FORMCHECKBOX 
  Vest/ID Badge

Immediate Duties:

 FORMCHECKBOX 
 Read this entire Job Action Sheet 


 FORMCHECKBOX 
 Obtain briefing from the Dispensing Group Supervisor


 FORMCHECKBOX 
 Review protocols
Ongoing Duties:



 FORMCHECKBOX 
 Provide each client with the medication information or vaccine information sheet

 FORMCHECKBOX 
 Be available to answer the clients remaining questions.  The Dispensing Group Supervisor should be available if needed.

 FORMCHECKBOX 
 Double check dosage and screening information on the NAPH form for completeness and accuracy.

 FORMCHECKBOX 
 Follow protocols to provide each client with the medication or vaccination.

 FORMCHECKBOX 
 Record the drug name and lot number on the appropriate form.

 FORMCHECKBOX 
 Initial of medication bottle when appropriate.

 FORMCHECKBOX 
 If the client refuses to take the medication/vaccine, they will sign a “refusal roster” indicating thy have been educated about the vaccine and public health issue.

Extended Duties:


 FORMCHECKBOX 
 Plan for the possibility of extended deployment


 FORMCHECKBOX 
 Prepare end of shift report and brief oncoming Dispenser/Vaccinator
MEDICATION DISTRIBUTOR/ VACCINATOR ASSISTANT
Position assigned to:
Operations Section____________________________________


You Report to:
Dispensing Group Supervisor____________________________


Site:


___________________________________________________

Job Shift(s):

___________________________________________________
Mission:  
Assist distributor/vaccinator in the dispensing of medications to clients.
Qualifications (Recommended):

 FORMCHECKBOX 
  Required POD Training

Equipment (Recommended):

 FORMCHECKBOX 
  Communications Equipment – 2-way radio, cell phone


 FORMCHECKBOX 
  Vest/ID Badge

Immediate Duties:

 FORMCHECKBOX 
 Read this entire Job Action Sheet 


 FORMCHECKBOX 
 Obtain briefing from the Distributor/Vaccinator


 FORMCHECKBOX 
 Review protocols
Ongoing Duties:



 FORMCHECKBOX 
 Provide distributor/vaccinator with the medication information or vaccine information sheet

 FORMCHECKBOX 
 Provides medications to Dispenser/Vaccinator.

 FORMCHECKBOX 
 Records the drug name and lot on the NAPH form
 FORMCHECKBOX 
 Notify Group Supervisor when supplies are low
Extended Duties:


 FORMCHECKBOX 
 Plan for the possibility of extended deployment


 FORMCHECKBOX 
 Prepare end of shift report and brief oncoming Dispenser/Vaccinator Assistant

POD FLOW GROUP SUPERVISOR

Position assigned to:
Operations Section____________________________________


You Report to:
___________________________________________________


Site:


___________________________________________________

Job Shift(s):

___________________________________________________
Mission:  Oversee internal flow of POD.  
Qualifications (Recommended):

 FORMCHECKBOX 
  Required POD Training 

Equipment (Recommended):

 FORMCHECKBOX 
  Communications Equipment – 2-way radio, cell phone


 FORMCHECKBOX 
  Vest/ID Badge

Immediate Duties:

 FORMCHECKBOX 
 Read this entire Job Action Sheet 


 FORMCHECKBOX 
 Obtain briefing from the Operations Chief


 FORMCHECKBOX 
 Provide JIT to staff

 FORMCHECKBOX 
 Set up a help station

 FORMCHECKBOX 
 Obtain appropriate equipment

Ongoing Duties:



 FORMCHECKBOX 
 Oversee internal flow of pod to prevent bottlenecks

 FORMCHECKBOX 
 Manage POD flow workers and direct workers to stations

 FORMCHECKBOX 
 Provide help station workers assistance when needed.

 FORMCHECKBOX 
 Manage escorts and runners
Extended Duties:

 FORMCHECKBOX 
 Plan for the possibility of extended deployment


 FORMCHECKBOX 
 Prepare end of shift report and brief oncoming POD Flow Group Supervisor

POD Flow Worker
Position assigned to:
Operations Section____________________________________


You Report to:
POD flow Group Supervisor____________________________


Site:


___________________________________________________

Job Shift(s):

___________________________________________________
Mission:  
Monitor and direct clients through the POD.
Qualifications (Recommended):

 FORMCHECKBOX 
  Required POD Training

Equipment (Recommended):

 FORMCHECKBOX 
  Communications Equipment – 2-way radio, cell phone


 FORMCHECKBOX 
  Vest/ID Badge

Immediate Duties:

 FORMCHECKBOX 
 Read this entire Job Action Sheet 


 FORMCHECKBOX 
 Obtain briefing from the POD Flow Group Supervisor

Ongoing Duties:



 FORMCHECKBOX 
 At post, organize lines and direct clients to next station
Extended Duties:


 FORMCHECKBOX 
 Plan for the possibility of extended deployment


 FORMCHECKBOX 
 Prepare end of shift report and brief oncoming POD flow worker
POD Help Worker
Position assigned to:
Operations Section____________________________________


You Report to:
POD flow Group Supervisor____________________________


Site:


___________________________________________________

Job Shift(s):

___________________________________________________
Mission:  
Monitor Help Station.
Qualifications (Recommended):

 FORMCHECKBOX 
  Required POD Training

Equipment (Recommended):

 FORMCHECKBOX 
  Communications Equipment – 2-way radio, cell phone


 FORMCHECKBOX 
  Vest/ID Badge

Immediate Duties:

 FORMCHECKBOX 
 Read this entire Job Action Sheet 


 FORMCHECKBOX 
 Obtain briefing from the POD Flow Group Supervisor

Ongoing Duties:



 FORMCHECKBOX 
 At station assist clients with questions.  Contact appropriate staff when necessary.

Extended Duties:


 FORMCHECKBOX 
 Prepare end of shift report and brief oncoming help worker

POD Escort
Position assigned to:
Operations Section____________________________________


You Report to:
POD Flow Group Supervisor/Special Needs Supervisor_______


Site:


___________________________________________________

Job Shift(s):

___________________________________________________
Mission:  
Escort clients when necessary.
Qualifications (Recommended):

 FORMCHECKBOX 
  Required POD Training

Equipment (Recommended):

 FORMCHECKBOX 
  Communications Equipment – 2-way radio, cell phone


 FORMCHECKBOX 
  Vest/ID Badge

Immediate Duties:

 FORMCHECKBOX 
 Obtain briefing from the POD Flow Group Supervisor

Ongoing Duties:



 FORMCHECKBOX 
 Escort clients to stations as seen necessary by help station or special needs area

Extended Duties:


 FORMCHECKBOX 
 Prepare end of shift report and brief oncoming help worker

POD Runner
Position assigned to:
Operations Section____________________________________


You Report to:
POD Flow Group Supervisor__________________________


Site:


___________________________________________________

Job Shift(s):

___________________________________________________
Mission:  Assist staff with communication between stations and various needs.
Qualifications (Recommended):

 FORMCHECKBOX 
  Required POD Training

Equipment (Recommended):

 FORMCHECKBOX 
  Communications Equipment – 2-way radio, cell phone


 FORMCHECKBOX 
  Vest/ID Badge

Immediate Duties:

 FORMCHECKBOX 
 Obtain briefing from the POD Flow Group Supervisor

Ongoing Duties:



 FORMCHECKBOX 
 Locate and acquire service provider for participants at the request of workers (e.g., translation services, mental health counseling)

 FORMCHECKBOX 
 Locate and acquire items for participants at the request of workers (e.g., wheelchair) 

 FORMCHECKBOX 
 Assist staff with various duties, as needed, including transporting incident report form, resource request form, and message form to appropriate area

 FORMCHECKBOX 
 Hand carry communications to various workstations

 FORMCHECKBOX 
 Call security to handle disruptive individuals, as needed 

 FORMCHECKBOX 
 Give directions, as needed (e.g., restrooms, public telephones) 

 FORMCHECKBOX 
 Report issues or problems

Extended Duties:


 FORMCHECKBOX 
 Prepare end of shift report and brief oncoming runner
FORMS COLLECTION/ EXIT STATION GROUP SUPERVISOR

Position assigned to:
Operations Section____________________________________


You Report to:
___________________________________________________


Site:


___________________________________________________

Job Shift(s):

___________________________________________________
Mission:  Oversee forms collection/exit station area.  
Qualifications (Recommended):

 FORMCHECKBOX 
  Required POD Training 

Equipment (Recommended):

 FORMCHECKBOX 
  Communications Equipment – 2-way radio, cell phone


 FORMCHECKBOX 
  Vest/ID Badge

Immediate Duties:

 FORMCHECKBOX 
 Read this entire Job Action Sheet 


 FORMCHECKBOX 
 Obtain briefing from the Operations Chief


 FORMCHECKBOX 
 Provide JIT to station staff

 FORMCHECKBOX 
 Set up a forms collection station

Ongoing Duties:



 FORMCHECKBOX 
 Oversee and manage staff at forms collection station

 FORMCHECKBOX 
 Each client has their NAPH form(s) reviewed for completeness

 FORMCHECKBOX 
 Collect NAPH Forms

 FORMCHECKBOX 
 Direct clients through the exit.
 FORMCHECKBOX 
 Assist disabled and special needs clients; contact special needs area when needed

 FORMCHECKBOX 
 Secure exit station.  Do not allow any individuals to enter through the exit.  

Extended Duties:

 FORMCHECKBOX 
 Plan for the possibility of extended deployment


 FORMCHECKBOX 
 Prepare end of shift report and brief oncoming Exit Group Supervisor

FORMS COLLECTION/ EXIT STATION WORKER

Position assigned to:
Operations Section____________________________________


You Report to:
Exit Group Supervisor_____________________________


Site:


___________________________________________________

Job Shift(s):

___________________________________________________
Mission:  Collect NAPH forms and direct clients to the exit.  
Qualifications (Recommended):

 FORMCHECKBOX 
  Required POD Training 

Equipment (Recommended):

 FORMCHECKBOX 
  Communications Equipment – 2-way radio, cell phone


 FORMCHECKBOX 
  Vest/ID Badge

Immediate Duties:

 FORMCHECKBOX 
 Read this entire Job Action Sheet 


 FORMCHECKBOX 
 Obtain briefing from the Group Supervisor

 FORMCHECKBOX 
 Set up a forms collection station

Ongoing Duties:



 FORMCHECKBOX 
 Each client has their NAPH form(s) reviewed for completeness

 FORMCHECKBOX 
 Collect NAPH Forms

 FORMCHECKBOX 
 Direct clients through the exit.
 FORMCHECKBOX 
 Assist disabled and special needs clients; contact special needs area when needed

 FORMCHECKBOX 
 Secure exit station.  Do not allow any individuals to enter through the exit.  

Extended Duties:

 FORMCHECKBOX 
 Plan for the possibility of extended deployment


 FORMCHECKBOX 
 Prepare end of shift report and brief oncoming Exit Worker

MENTAL HEALTH GROUP SUPERVISOR

Position assigned to:
Operations Section____________________________________


You Report to:
___________________________________________________


Site:


___________________________________________________

Job Shift(s):

___________________________________________________
Mission:  Coordinate and supervise all activities and staff of the Mental 



Health Group and carry out tasks/directives established by the Medical 
 

                        Branch Director.
Qualifications (Recommended):

 FORMCHECKBOX 
  Required POD Training 

 FORMCHECKBOX 
  Mental Health/Special Needs Background (preferable)

Equipment (Recommended):

 FORMCHECKBOX 
  Communications Equipment – 2-way radio, cell phone


 FORMCHECKBOX 
  Vest/ID Badge


 FORMCHECKBOX 
  Jurisdictional demographic information


 FORMCHECKBOX 
  Mental Health and Special Needs resource/contact lists (local and state)

Immediate Duties:

 FORMCHECKBOX 
 Read this entire Job Action Sheet 


 FORMCHECKBOX 
 Obtain briefing from the Operations Chief


 FORMCHECKBOX 
 Provide JIT to station staff

 FORMCHECKBOX 
 Set up a mental health station

 FORMCHECKBOX 
 Ensure necessary supplies/resources are obtained

 FORMCHECKBOX 
 Be available to provide needed evaluation and acute assistance to clients 
seeking help as well as the POD staff.

 FORMCHECKBOX 
 Will interview underage recipients who present at the POD alone and evaluate the situation, making phone calls to parents, guardians, etc. as necessary.  Based upon the available information, medical assessment will determine the suitability of providing the needed medication/vaccination.  

 FORMCHECKBOX 
 Clients or staff in need of mental health support may stop at this area if needed. Clients may also be referred to this area by POD staff working in other areas. 

Ongoing Duties:



 FORMCHECKBOX 
 Oversee and manage staff at station


 FORMCHECKBOX 
 Request resources as needed or identified by Group staff

 FORMCHECKBOX 
 Participate in Operations Section briefings to receive status reports
Extended Duties:

 FORMCHECKBOX 
 Plan for the possibility of extended deployment


 FORMCHECKBOX 
 Prepare end of shift report and brief oncoming Mental Health Group Supervisor

MENTAL HEALTH WORKER

Position assigned to:
Operations Section____________________________________


You Report to:
Mental Health Group Supervisor_____________________


Site:


___________________________________________________

Job Shift(s):

___________________________________________________
Mission:  Carry out tasks/directives associated with mental health.
Qualifications (Recommended):

 FORMCHECKBOX 
  Required POD Training 

 FORMCHECKBOX 
  Mental Health/Special Needs Background (preferable)

Equipment (Recommended):

 FORMCHECKBOX 
  Communications Equipment – 2-way radio, cell phone


 FORMCHECKBOX 
  Vest/ID Badge


 FORMCHECKBOX 
  Jurisdictional demographic information


 FORMCHECKBOX 
  Mental Health and Special Needs resource/contact lists (local and state)

Immediate Duties:

 FORMCHECKBOX 
 Read this entire Job Action Sheet 


 FORMCHECKBOX 
 Obtain briefing from the Operations Chief


 FORMCHECKBOX 
 Provide JIT to station staff

 FORMCHECKBOX 
 Set up a mental health station

 FORMCHECKBOX 
 Ensure necessary supplies/resources are obtained

 FORMCHECKBOX 
 Be available to provide needed evaluation and acute assistance to clients 
seeking help as well as the POD staff.

 FORMCHECKBOX 
 Will interview underage recipients who present at the POD alone and evaluate the situation, making phone calls to parents, guardians, etc. as necessary.  Based upon the available information, medical assessment will determine the suitability of providing the needed medication/vaccination.  

 FORMCHECKBOX 
 Clients or staff in need of mental health support may stop at this area if needed. Clients may also be referred to this area by POD staff working in other areas. 

Ongoing Duties:



 FORMCHECKBOX 
 Participate in Operations Section briefings to receive status reports
Extended Duties:

 FORMCHECKBOX 
 Plan for the possibility of extended deployment


 FORMCHECKBOX 
 Prepare end of shift report and brief oncoming Mental Health Worker 

SPECIAL NEEDS GROUP SUPERVISOR

Position assigned to:
Operations Section____________________________________


You Report to:
___________________________________________________


Site:


___________________________________________________

Job Shift(s):

___________________________________________________
Mission:  Coordinate and supervise all activities and staff of the Special Needs Group 
Qualifications (Recommended):

 FORMCHECKBOX 
  Required POD Training 

 FORMCHECKBOX 
  Special Needs Background (preferable)

Equipment (Recommended):

 FORMCHECKBOX 
  Communications Equipment – 2-way radio, cell phone


 FORMCHECKBOX 
  Vest/ID Badge


 FORMCHECKBOX 
  Jurisdictional demographic information


 FORMCHECKBOX 
  Special Needs resource/contact lists (local and state)

 FORMCHECKBOX 
  Phone bank, hotline numbers and 1-800 translation line instructions
Immediate Duties:

 FORMCHECKBOX 
 Read this entire Job Action Sheet 


 FORMCHECKBOX 
 Obtain briefing from the Operations Chief


 FORMCHECKBOX 
 Provide JIT to station staff

 FORMCHECKBOX 
 Set up a special needs station

 FORMCHECKBOX 
 Ensure necessary supplies/resources are obtained

 FORMCHECKBOX 
 Be available to provide needed assistance to clients and staff

 FORMCHECKBOX 
 When needed, the assigned staff members will
· Accompany the special needs recipients throughout the POD.
· Provide assistance with mobility, reading, language, and other needs. 
· Note: In the absence of a translator, language line translation services are available.
Ongoing Duties:



 FORMCHECKBOX 
 Oversee and manage staff at station
 FORMCHECKBOX 
 Participate in Operations Section briefings to receive status reports
Extended Duties:

 FORMCHECKBOX 
 Plan for the possibility of extended deployment


 FORMCHECKBOX 
 Prepare end of shift report and brief oncoming Special Needs Group Supervisor

SPECIAL NEEDS WORKER

Position assigned to:
Operations Section____________________________________


You Report to:
___________________________________________________


Site:


___________________________________________________

Job Shift(s):

___________________________________________________
Mission:  Coordinate and supervise all activities and staff of the Special Needs Group 
Qualifications (Recommended):

 FORMCHECKBOX 
  Required POD Training 

 FORMCHECKBOX 
  Special Needs Background (preferable) 

 FORMCHECKBOX 
  Interpreter

Equipment (Recommended):

 FORMCHECKBOX 
  Communications Equipment – 2-way radio, cell phone


 FORMCHECKBOX 
  Vest/ID Badge


 FORMCHECKBOX 
  Jurisdictional demographic information


 FORMCHECKBOX 
  Special Needs resource/contact lists (local and state)

 FORMCHECKBOX 
  Phone bank, hotline numbers and 1-800 translation line instructions
Immediate Duties:

 FORMCHECKBOX 
 Read this entire Job Action Sheet 


 FORMCHECKBOX 
 Obtain briefing from the Operations Chief

 FORMCHECKBOX 
 Be available to provide needed assistance to clients and staff

 FORMCHECKBOX 
 When needed, the assigned staff members will
· Accompany the special needs recipients throughout the POD.
· Provide assistance with mobility, reading, language, and other needs. 
· Note: In the absence of a translator, language line translation services are available.
Ongoing Duties:



 FORMCHECKBOX 
 Oversee and manage staff at station

Extended Duties:

 FORMCHECKBOX 
 Plan for the possibility of extended deployment


 FORMCHECKBOX 
 Prepare end of shift report and brief oncoming Special Needs Worker

STAFF CARE/FOOD WORKER

Position assigned to:
Operations Section____________________________________


You Report to:
___________________________________________________


Site:


___________________________________________________

Job Shift(s):

___________________________________________________
Mission:  Provide staff care, including food and other resources. 
Qualifications (Recommended):

 FORMCHECKBOX 
  Required POD Training 

Equipment (Recommended):

 FORMCHECKBOX 
  Communications Equipment – 2-way radio, cell phone


 FORMCHECKBOX 
  Vest/ID Badge

 FORMCHECKBOX 
 Food, water, and other resources.
Immediate Duties:

 FORMCHECKBOX 
 Read this entire Job Action Sheet 


 FORMCHECKBOX 
 Obtain briefing from your supervisor
 FORMCHECKBOX 
 Work with Logistics to coordinate and provide food for staff members during each shift. 

Ongoing Duties:



 FORMCHECKBOX 
 Oversee food area and other staff needs as necessary
Extended Duties:

 FORMCHECKBOX 
 Plan for the possibility of extended deployment


 FORMCHECKBOX 
 Prepare end of shift report and brief oncoming Staff Needs/Food Worker

CLINIC FORM TRACKING UNIT WORKER

Position assigned to:
Operations Section____________________________________


You Report to:
___________________________________________________


Site:


___________________________________________________

Job Shift(s):

___________________________________________________
Mission:  Document and track NAPH (clinic) forms. 
Qualifications (Recommended):

 FORMCHECKBOX 
  Required POD Training 

Equipment (Recommended):

 FORMCHECKBOX 
  Communications Equipment – 2-way radio, cell phone


 FORMCHECKBOX 
  Vest/ID Badge

 FORMCHECKBOX 
 Computer and/or paper and tracking sheet

Immediate Duties:

 FORMCHECKBOX 
 Read this entire Job Action Sheet 


 FORMCHECKBOX 
 Obtain briefing from your supervisor

 FORMCHECKBOX 
 Completed NAPH forms shall be monitored by throughout the operation of a POD. 
Ongoing Duties:



 FORMCHECKBOX 
 Track the inventory of medications at the POD by monitoring the health forms and recording the amount of medication dispensed using an inventory system (paper or computer) 
Extended Duties:

 FORMCHECKBOX 
 Plan for the possibility of extended deployment


 FORMCHECKBOX 
 Prepare end of shift report and brief oncoming Worker

 MEDICAL FORM ENTRY UNIT WORKER

Position assigned to:
Operations Section____________________________________


You Report to:
___________________________________________________


Site:


___________________________________________________

Job Shift(s):

___________________________________________________
Mission:  Enter NAPH (clinic) forms. 
Qualifications (Recommended):

 FORMCHECKBOX 
  Required POD Training 


 FORMCHECKBOX 
  WebIZ user

Equipment (Recommended):

 FORMCHECKBOX 
  Communications Equipment – 2-way radio, cell phone


 FORMCHECKBOX 
  Vest/ID Badge

 FORMCHECKBOX 
 Computer 

Immediate Duties:

 FORMCHECKBOX 
 Read this entire Job Action Sheet 


 FORMCHECKBOX 
 Obtain briefing from your supervisor

Ongoing Duties:



 FORMCHECKBOX 
 At the end of each shift, completed NAPH forms will be entered into the computer

 FORMCHECKBOX 
 NAPH forms will be entered into WebIZ 
Extended Duties:

 FORMCHECKBOX 
 Plan for the possibility of extended deployment


 FORMCHECKBOX 
 Prepare end of shift report and brief oncoming Worker

Planning Section Chief


Mission: Organize and direct all aspects of Planning Section operations. Ensure the distribution of critical information/data. Compile scenario/resource projections from all section chiefs and effect long range planning. Document and distribute facility Action Plan. 


Oversees: Resource Tracking Unit Leader, Situation Tracking Unit Leader, Documentation Tracking Unit Leader, and Demobilization Unit Leader

Qualifications:


· Familiar with County EOP and Public Health Emergency Plan

· Ability to write Incident Action Plans

· Good organizational skills and management experience 

· Required training, required vaccine/prophylaxis 

Equipment:

· Cell phone and contact numbers

· Radio Communication

· Vest/ID Badge

· Computer with printer

· Fax Machine

Immediate Duties:

· Meet with Clinic Site Commander for initial incident briefing

· Put on vest and clinic identification 

· Read this entire Job Action Sheet

· Establish a work location that is accessible, has adequate space

· Acquire necessary work materials

· Brief section and hand out job action sheets

· Develop the length of operational periods, and start times for operational periods

· Develop a section action plan

Ongoing Duties:

· Look at resources location and status, on-scene and ordered in. Consider need for additional resources.

· Receive activity reports from section chiefs during each operation period

· Provide status reports 

· Develop Incident Action Plans for each operational period.

· Provide the Incident Action Plans to the Clinic Site Commander.

· Document all actions and decisions in a Section Activity Log.

Extended Duties:

· Be alert for excess resources that can be reassigned or demobilized. Present list of resources proposed for demobilization to the Clinic Site Commander. 

· Demobilize resources as approved by the Incident Commander.

· Provide input to the Demobilization Unit Leader who develops the Holding Patter or Demobilization Plan as needed.

· Complete an After Action Report and participate in the debriefing.

Resource/Demobilization Unit Leader

Mission:  
To identify, obtain, and track the availability and use of resources and manage demobilization.

Qualifications (Recommmended):


 FORMCHECKBOX 
  Familiar with local resources


 FORMCHECKBOX 
  ICS Training


 FORMCHECKBOX 
  Required POD Training

Equipment (Recommended):

 FORMCHECKBOX 
  Communications Equipment –FRS radio, cell phone, contact numbers, laptop


 FORMCHECKBOX 
  Vest/ID Badge
Immediate Duties:

 FORMCHECKBOX 
 Read this entire Job Action Sheet


 FORMCHECKBOX 
 Obtain briefing from Planning Section Chief


 FORMCHECKBOX 
 Assign resources and categorize by capability and capacity across disciplines

Ongoing Duties:


 FORMCHECKBOX 
 Track status of assigned and available resources and any change in status


 FORMCHECKBOX 
 Track out of service resources


 FORMCHECKBOX 
 Manage resources no longer needed


 FORMCHECKBOX 
 Document resource release


 FORMCHECKBOX 
 Manage demobilization


 FORMCHECKBOX 
 Brief Planning Section Chief as necessary

 FORMCHECKBOX 
 Document all actions and decisions in an Activity Log

Extended Duties:

 FORMCHECKBOX 
 Continue to receive projected activity reports from Planning Section Chief


 FORMCHECKBOX 
 Prepare End of Shift Report and present to oncoming Resource/Demob Unit Leader


 FORMCHECKBOX 
 Plan for the possibility of extended deployment

Situation Tracking Unit Leader


Mission:  
Maintain current information regarding the incident status for all staff. 

Qualifications (Recommended):


 FORMCHECKBOX 
  Familiar with local resources


 FORMCHECKBOX 
  ICS Training


 FORMCHECKBOX 
  Required POD Training

Equipment (Recommended):

 FORMCHECKBOX 
  Communications Equipment – 2-way radio, cell phone, contact numbers, laptop


 FORMCHECKBOX 
  Vest/ID Badge
Immediate Duties:

 FORMCHECKBOX 
 Read this entire Job Action Sheet


 FORMCHECKBOX 
 Obtain briefing from Planning Section Chief


 FORMCHECKBOX 
 Assign resources and categorize by capability and capacity across disciplines

 FORMCHECKBOX 
 Assign a recorder to document decisions, actions, and attendance in Operations Center


 FORMCHECKBOX 
 Establish a status/condition board with a documentation aide and keep current


 FORMCHECKBOX 
 Establish status/condition board with a documentation aide

Ongoing Duties:


 FORMCHECKBOX 
 Prepare incident situation status report relative to incident and goals


 FORMCHECKBOX 
 Monitor clinic: line lengths, times, and flow rates


 FORMCHECKBOX 
 Identify any bottlenecks throughout POD and report to Planning Section Chief


 FORMCHECKBOX 
 Collect incident related data


 FORMCHECKBOX 
 Assist in preparation of the Incident Action Plan


 FORMCHECKBOX 
 Participate in incident action and recovery planning as requested


 FORMCHECKBOX 
 Consider preparing information sheet for internal staff


 FORMCHECKBOX 
 Document all actions and decisions in an Activity Log
Extended Duties:

 FORMCHECKBOX 
 Prepare End of Shift Report and present to oncoming Situation Tracking Unit Leader


 FORMCHECKBOX 
 Plan for the possibility of extended deployment

Documentation Unit Leader


Mission:  
Collect, evaluate, process, and disseminate information needed for the incident.  

Qualifications (Recommended):


 FORMCHECKBOX 
  Familiar with documentation needs and methodology


 FORMCHECKBOX 
  ICS Training


 FORMCHECKBOX 
  Required POD Training

Equipment (Recommended):

 FORMCHECKBOX 
  Communications Equipment – Family Radio Service radio, cell phone, contact numbers, laptop


 FORMCHECKBOX 
  Photocopier and paper


 FORMCHECKBOX 
  Digital camera


 FORMCHECKBOX 
  Vest/ID Badge
Immediate Duties:

 FORMCHECKBOX 
 Read this entire Job Action Sheet


 FORMCHECKBOX 
 Obtain briefing from Planning Section Chief

Ongoing Duties:

 FORMCHECKBOX 
 Maintain accurate and complete incident files

 FORMCHECKBOX 
 Provide duplication and photographic services to incident personnel

 FORMCHECKBOX 
 Store files for legal, analytical and historical purposes

 FORMCHECKBOX 
 Document all actions and decision in an Activity Log

 FORMCHECKBOX 
 Manage secure filing system for POD documents

Extended Duties:

 FORMCHECKBOX 
 Prepare End of Shift Report and present to oncoming Documentation Unit Leader


 FORMCHECKBOX 
 Plan for the possibility of extended deployment

Clerk

Position assigned to:
Planning Section______________________________________


You Report to:
Situation Tracking Unit Leader__________________________


Site:


___________________________________________________

Job Shift(s):

___________________________________________________

Mission:  Perform recording duties as assigned.  

Qualifications (Recommended):

 FORMCHECKBOX 
  POD training 
Equipment (Recommended):

 FORMCHECKBOX 
  Laptop


 FORMCHECKBOX 
  Pencil and paper  


 FORMCHECKBOX 
  Vest/ID Badge
Immediate Duties:

 FORMCHECKBOX 
 Read this entire Job Action Sheet


 FORMCHECKBOX 
 Obtain incident briefing from Situation Tracking Unit Leader


 FORMCHECKBOX 
 Determine specific information recording needs and proper method for documentation from Situation Tracking Unit Leader

Ongoing Duties:


 FORMCHECKBOX 
 Provide recorded information as requested


 FORMCHECKBOX 
 Continue documentation


 FORMCHECKBOX 
 Assist with recording projects as specified by Situation Tracking Unit Leader


 FORMCHECKBOX 
 Perform historian duties as requested


 FORMCHECKBOX 
 Document all actions and decisions in an Activity Log
Extended Duties:

 FORMCHECKBOX 
 Prepare end of shift report and present to oncoming Clerk


 FORMCHECKBOX 
 Plan for the possibility of extended deployment

Finance/Administration Section Chief


Mission:
Monitor the utilization of financial assets. Oversee the acquisition of supplies and services necessary to carry out the organization’s overall mission. Supervise the documentation of expenditures relevant to the emergency incident. 


Oversees: Time Unit Leader, Procurement Unit Leader, and Cost Unit Leader.

Qualifications:


· Strong finance background

· Familiar with State and Federal reimbursement procedures

· Good organizational skills and management experience 

· Required training, required vaccine/prophylaxis 

Equipment:

· Cell phone and contact numbers

· Radio Communication

· Vest/ID Badge

· Computer

· Fax Machine

· Paper forms

Immediate Duties:

· Meet with Clinic Site Commander for initial incident briefing

· Put on vest and clinic identification 

· Read this entire Job Action Sheet

· Establish a work location that is accessible, has adequate space, is close to Logistics, and has communications capability

· Acquire necessary work materials

· Brief section and hand out job action sheets

· Develop a section action plan

Ongoing Duties:

· Determine funding sources for the incident. Identify avenues for claim processing

· Track and stay aware of incident expansion/contraction due to changes in conditions

· Collect needed data from other sections

· Develop cost summary report for the Clinic Site Commander

· Provide Logistics Section with a list of supplies to be replenished

· Ensure all personnel and equipment time records are accurately completed and transmitted

· Document all actions and decisions in a Section Activity Log.

Extended Duties:

· Provide final financial report to the Clinic Site Commander

· Complete the After Action Report and participate in the debriefing. 

PROCUREMENT UNIT LEADER


Mission: Activates and manages all contracts and mutual aid agreements.  Authorizes 

    procurement of resources.

Qualifications (Recommended): 


 FORMCHECKBOX 
 Required POD Training


 FORMCHECKBOX 
 Bookkeeping

Equipment (Recommended):





 FORMCHECKBOX 
 ID badge


 FORMCHECKBOX 
 Forms


 FORMCHECKBOX 
 Computer, printer

Immediate Duties:




 FORMCHECKBOX 
 Read this entire Job Action Sheet


 FORMCHECKBOX 
 Obtain briefing from the Finance Unit Leader


 FORMCHECKBOX 
 Procure data on quantity, kinds of equipment, cost and specifications from Planning, Operations and Logistics Sections


 FORMCHECKBOX 
 Advise Finance Unit Leader of any special procedures for any special procurement


 FORMCHECKBOX 
 Refer all unusual procurement requests to the Finance Unit Leader


 FORMCHECKBOX 
 Thoroughly review all financial regulations concerning eligible expenses and 

      documentation required by all federal, state, local, and other agencies

Ongoing Duties:




 FORMCHECKBOX 
 Follow up on status of all contracts and mutual aid agreements


 FORMCHECKBOX 
 Prepare report for Finance Unit Leader on a periodic basis to be determined


 FORMCHECKBOX 
 Coordinate activities with Finance Section Chief


 FORMCHECKBOX 
 Authorize procurement of resources

Extended Duties:




 FORMCHECKBOX 
 Prepare an end of shift report and brief the oncoming Procurement Unit Leader


 FORMCHECKBOX 
 Plan for the possibility of extended deployment

COST/TIME UNIT LEADER


Mission:  Tracks resource and personnel man hours.  Collects, records, and retains receipts on expenditures.  


Qualifications (Recommended):

 FORMCHECKBOX 
 Bookkeeping/Finance Experience
Equipment (Recommended):





 FORMCHECKBOX 
 Vest/ID badge


 FORMCHECKBOX 
 Forms


 FORMCHECKBOX 
 Computer, Printer


 FORMCHECKBOX 
 Adding Machine, Fax Machine
Immediate Duties:




 FORMCHECKBOX 
 Read this entire Job Action Sheet


 FORMCHECKBOX 
 Obtain briefing from Finance/Administration Section Chief 


 FORMCHECKBOX 
 Provide time and leave tracking forms


 FORMCHECKBOX 
 Keep track of hours worked for staff and volunteers


 FORMCHECKBOX 
 Collect and reconcile time and leave data 


 FORMCHECKBOX 
 Thoroughly review all financial regulations concerning eligible expenses and 

     documentation required by all federal, state, local, and other agencies

Ongoing Duties:


 FORMCHECKBOX 
 Collect, record, and retain time sheets




 FORMCHECKBOX 
 Record time in a log or automated system


 FORMCHECKBOX 
 Maintain a back-up log of Time and Leave usage


 FORMCHECKBOX 
 Provide information on personnel time upon request


 FORMCHECKBOX 
 Follow up on status of all orders and requests


 FORMCHECKBOX 
 Establish inventory of vendor information


 FORMCHECKBOX 
 Prepare report for Finance Unit Leader on a periodic basis to be determined


 FORMCHECKBOX 
 Analyze and prepare estimates of incident cost


 FORMCHECKBOX 
 Obtain and record all cost data


 FORMCHECKBOX 
 Provide cost analysis for the incident


 FORMCHECKBOX 
 Identify all equipment and personnel that will be required to be reimbursed

Extended Duties:




 FORMCHECKBOX 
 Organize and maintain files 


 FORMCHECKBOX 
 Prepare reports for senior administrative staff as required


 FORMCHECKBOX 
 Complete all cost documentation for all federal, state, and local reimbursement


 FORMCHECKBOX 
 Prepare an end of shift report and brief the oncoming Cost/Time Unit Leader


 FORMCHECKBOX 
 Plan for the possibility of extended deployment
Site:  ________________________________________________________________________


Position Assigned To:  __________________________________________________________


Job Shift(s):  __________________________________________________________________


You Report To: ________________________________________________________________ 	








Site:  ________________________________________________________________________


Position Assigned To:  __________________________________________________________


Job Shift(s):  __________________________________________________________________


You Report To: _____________________________________________Clinic Site Commander	








Site:  ________________________________________________________________________


Position Assigned To:  __________________________________________________________


Job Shift(s):  __________________________________________________________________


You Report To: _____________________________________________Clinic Site Commander	








Site:  ________________________________________________________________________


Position Assigned To:  __________________________________________________________


Job Shift(s):  __________________________________________________________________


You Report To: _____________________________________________Clinic Site Commander	








Site:  ________________________________________________________________________


Position Assigned To:  __________________________________________________________


Job Shift(s):  __________________________________________________________________


You Report To: ________________________________________________________________ 	








Site:  ________________________________________________________________________


Position Assigned To:  __________________________________________________________


Job Shift(s):  __________________________________________________________________


You Report To: ______________________________________________Clinic Site Commander	








Site:  ________________________________________________________________________


Position Assigned To:  __________________________________________________________


Job Shift(s):  __________________________________________________________________


You Report To: Site Incident Commander	








Site:  ________________________________________________________________________


Position Assigned To:  __________________________________________________________


Job Shift(s):  __________________________________________________________________


You Report To: Finance/Administration Section Chief ________________________________








Site:  ________________________________________________________________________


Position Assigned To:  __________________________________________________________


Job Shift(s):  __________________________________________________________________


You Report To: Finance/Administration Section Chief ________________________________








Site:  ________________________________________________________________________


Position Assigned To:  __________________________________________________________


Job Shift(s):  __________________________________________________________________


You Report To: Planning Section Chief ________________________________








Site:  ________________________________________________________________________


Position Assigned To:  __________________________________________________________


Job Shift(s):  __________________________________________________________________


You Report To: Planning Section Chief ________________________________








Site:  ________________________________________________________________________


Position Assigned To:  __________________________________________________________


Job Shift(s):  __________________________________________________________________


You Report To: Planning Section Chief ________________________________











