Mass Prophylaxis Dispensing SOG

Pre-planning Guidance


Mass Prophylaxis Dispensing Standard Operating Guide

TOOL

Pre-Planning Questions
Approximate time: 30 minutes
Please fill-in the answers to the following questions.  This will help guide you and your regional coordinators through the process of updating your Mass Prophylaxis Dispensing SOG.  

You can print the form and fill in your answers OR 

answer them electronically then print.
Rules:  

· Keep your answers as short and simple as possible.  

· When needed use the examples given to help you answer the questions.  

· It is okay to list the same individual for multiple responsibilities.  If a small health department, work with what you have and don’t make it complicated.  Remember as simple as possible.

· Common courtesy:  If listing someone to have specific responsibilities please speak with this individual to explain what this may entail.


Name: _____________________

Position: ____________________

County Name: _______________
Date Questions Completed: _____
	QUESTIONS
	ANSWERS
(insert: answer or n/a)

	Section A: Introduction

	1. County Emergency Planning Committee Name 
(e.g. Local Emergency Planning Committee):
	

	2. SNS planning meeting includes:
(e.g. CHD, EM, Homeland Security, Fire, Law, Mental Health etc.)
	

	Section B:  Levels of Activation 

	3. CHD Liaison Officer Title:
(e.g. CHD Clerk, Health Department Admin, IC or ESF 8)
	

	Section C: Command and Control

	4. If applicable, Local Distribution Site is the: 
(ex Roscoe Storage Building)
	n/a

	5. If applicable, the Local Distribution Back-up Site is the: 
(e.x. health department)
	n/a

	6. If applicable, the LDS command staff includes: 
(add or modify the following list as needed)
· Site Commander
· Site Safety Officer

· Security Unit Leader

· Inventory Unit Leader

· Distribution Unit Leader

· Packaging or Picking Unit Leader

· Quality Assurance Unit Leader
	n/a

	7. The POD command staff includes: 
(add or modify the following list as needed)
· Site Commander

· Site Safety Officer
· Planning S. Chief

· Logistics S. Chief

· Operations S. Chief

· Finance/Admin S. Chief
	

	Section D: Emergency Phone Book and Notification Procedures

	8. Staff will be notified to go to the following location to receive identification and priority prophylaxis: (ex. Health department)
	

	9. In order to open the facility and make necessary preparations, contacts for the distribution site and POD facilities will be alerted of the situation by: (ex. CHD administrator)
	

	Section E: Communications

	10. Communication networks available to the health department include: (e.g. list networks that the CDH can use: phone, fax, satellite phone, email, WebEOC, types of radios)
	

	11. Who will repair any broken communication systems in the event of an emergency? (e.g. insert communication repair agency, ex. Insert agency that repairs your current computer/phone problems)
	

	12. Internal communication systems that will be used on-site at the distribution site at the POD include: (ex. Insert list: cell phones, radios, runners, flags, signage, PA systems, bullhorns)
	

	13. What types of voice amplifications systems do you have:  (You may repeat some of the answers above ex. Bullhorn, in-house public address system)
	

	14. Which of the above communication systems from the last 2 answers are tested quarterly? (list)
	

	15. Do you use any other communication systems other than KS-HAN and WebEOC to communicate with state and other CHDs? 
(if yes, please list)
	

	16. What are the primary and secondary communication systems you use to contact emergency management?
(ex. 1=cell phone, 2=landline& email)
	Primary=
Secondary=

	17. If applicable, if you will not have a Communications Unit Leader to manage LDS and/or POD communications, please designate who will perform these job duties 
(ex. Liaison Officer, Operations Section Chief)
	

	Section F: Risk Communication/ Health Education

	18. The Public Information Officer (PIO) for your county is: 
(ex. County Commissioner)
	

	19. In the event mass copies of public educational materiel or other clinic forms are needed the following printing agency will be used: (e.g. insert private business name or county printing agency)
	

	Section G: Local & Regional Resources & Requesting

	20. Please list agencies that you maintain MOUs with for use of resources:
	PH Region or CHD:
Hospital Region or Hospitals:

Pharmacies:
Other Vendors/private businesses:



	Section H: Requesting State Resources, including SNS

	21. Requests to the Local Emergency Operations Center (Emergency Management) for state assistance can be done on behalf of the health department by the following approved requestors:  
(ex. County Health Officer, Health Department Administrator, Health Department Physician etc.)


	List those authorized to request:

	22. The designated person(s) from the Hospital(s) authorized to request supplies from the SEOC is: 
(list titles.  You may need to contact the local hospitals to obtain this information)


	Hospital Name:
Authorized requestors:


Hospital Name:
Authorized requestors:



	23. The designated person(s) from the Hospital authorized to sign for resources is: 
(list titles or write same as above You may need to contact the local hospitals to obtain this information)
	Hospital Name:
Authorized requestors:


Hospital Name:
Authorized requestors:



	Section 1: Medical Materiel Management, Storage, and Handling

	24. The local medical director and who else is authorized to write standing orders for medications in the local and regional cache? (insert titles or n/a)
	

	25. Do you have a regional pharmaceutical cache? (yes or no)
	

	26. State provided medical materiel will be stored at a local facility that meets all CDC/KDHE requirements for storage.  This facility is: (insert place)
	

	27. The county will receive shipments controlled substances from the state as part of what type of shipment:
(insert one of the following)
health department
joint health department and hospital
joint health department (if  >1 POD)
	

	28. The primary and secondary Inventory Management System that will be used to control inventory is:  (ex. IMS software, electronic spread sheet, excel, access, paper system, other)
	Primary:
Secondary:

	Section J: Medical Materiel Receipt & Transport Operations

	29. The county has decided that the following locations will serve as the receiving location for medical materiel assets:
(ex. 1 hospital location, 1 CHD location)
	

	30. Who will coordinate the receiving of resources at the receiving site (primary and back-up)?
(e.g. Inventory Unity Leader, Operations Section Chief, Logistics Section Chief, Site Incident Commander)
	Primary:
Secondary:

	31. What agency will issue identification badges and vehicle passes to drivers transporting medical materiel from one site to another? (ex. CHD)
	

	32. Who will be the liaison notifying the recipients and the LEOC what supplies are being transported and where they are going? (insert title: e.g. liaison officer, inventory unit leader, incident commander)
	

	33. Who will be the transport agency? (list)


	Primary:

Others:



	Section L: Priority Prophylaxis

	34. The priority prophylaxis site where responder agencies and there families will be provided with medication is:
 (ex. Health department, county administration office)
	

	35. Who are the primary and secondary individuals who will oversee the priority prophylaxis process for the county? 
(insert titles ex. IC)
	

	36. Modify the following order of priority prophylaxis dispensing for your county (or put no changes): 
1. Health department, hospital, EMS staff, clinic volunteers and their families
2. Law Enforcement and other response agencies
3. Government officials
	

	Section M: POD operations

	37. What is your county population?
	

	38. Complete the following formula:

You can use a simple formula to determine the number of PODs you will need:  
TP ÷ (HPP – S) ÷ PPH = PODs

where TP is the total population requiring prophylaxis, HPP is the number of hours to provide prophylaxis to the population (we recommend you use 48 hours), S is the amount of time needed to set up the clinic, and PPH is the numbers of persons per hour who are provided prophylaxis.  The throughput is the number of people a POD can protect per hour and is a measure of its efficiency.  Your throughput numbers may vary widely; to get a good estimate, we recommend you use an average from your drill and exercise data. 

The Primary location of the POD is:______________
The Secondary location of the POD is:___________

	

	39. Who will coordinate the county volunteers?
(e.g. County Volunteer and Staffing Coordinator)
	

	40. Who will coordinate POD volunteers?
 (e.g. POD Volunteer and Staffing Coordinator)

	

	41. List volunteer agencies willing to assist with POD operations: 
(ex. Local church) (or state none)
	

	42. Volunteers will be contacted by ____. (ex. phone)


	

	43. What volunteer database do you utilize besides K-SERV? 
(paper format, electronic database, excel spreadsheet)
 
	

	44. What type of identification will you use for POD volunteers? (vests, badge)
	

	45. Who will make these POD identifications? (CHD)
	

	46. Fill in the blanks.  Shifts will be ___ hours and no longer than ____ hours. (ex. 8, 12)
	

	47. Do you have any additional plans for volunteers (e.g. work breaks, shift schedules, meals/snacks, lodging, family care)? 
 If yes, please describe. 
	

	48. Who will provide the security sweep of the POD site?  
(ex. security officer)
	

	49. POD site supplies are located: (CHD, regional trailer, etc.)
	

	50. Who is responsible for bringing these supplies to the POD site?  (Specify who for ex. CHD admin.)
	

	51. Fill in the blank:  All forms, medication labels, patient information sheets and education material that may be needed at a POD site are kept in hard copy format _______ and in electronic format _________. 
(Ex. In the CHD admin office, on a CD and Flash drive in the MD SOG).
	

	52. Where will volunteer just-in-time training (orientation) take place?  (ex. The volunteer/staff room)
	

	53. Name two individuals that will provide JIT training to POD Command Staff? 
(ex. IC, Regional Coordinator)
	

	54. Command staff orientation will include (please modify or write no changes):
Situation update
Chain of command
Nature of the threat
Standing orders or protocols for dispensing
Communication Procedures
	

	55. Please modify the following county policy for picking up medications for their family or write no changes:

Clients 18 years or older and legal guardians may pick up medication for all clients living in their home and for whom they assume responsibility for care.  The family member or legal guardian must provide a copy of the NAPH form for each client who will receive medication.  


	

	56. Please modify the following county policy for undocumented immigrants or write no changes:


It has been determined that undocumented immigrants reside within the jurisdiction of the local health department. Undocumented immigrants will be prophylaxed/vaccinated with the general population in a POD clinic setting. No identification or proof of residency will be required for any client entering the POD.

	

	57. Please modify the following county policy for underage recipients or write no changes:

Mental health 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.  
	

	58. Mental Health Counseling area will be staffed by:  (insert agency or titles) 
(ex. X Mental Health, High school counselor).
	

	59. In the absence of a translator at the POD site, language line translation serves are available through: (insert agency or title) (ex. In a small community it may be the local Hispanic minister)
	

	60. The County has identified the following special needs in the community: 
Limited English speakers
Hearing or sign impaired
Children
Undocumented immigrants
(List other or modify the list as needed)
	

	61. The amount of medication dispensed will be tracked using: 
(ex. Paper tallying recording system)
	

	62. Who will collect the NAPH forms at the end of each shift?
	

	63. Will the forms be entered into WebIZ? If yes, how often (once, twice, other)?
	

	64. After the forms are collected (and entered as necessary) who should they be given to for storage?
(ex. Health Department Administrator)
	

	65. The medical Materiel unloading dock is located? (ex. east side of the primary POD site and northwest side of the secondary POD site)
	

	66. Who can sign for incoming medical materiel and pharmaceutical assets? (list titles)
	

	67. Sample supply of forms, labels, patient information sheets and education material are kept on hand for emergencies and is located______. (ex. CHD storage closet)
	

	68. POD security will include the following agencies:
(PD, Sheriff’s, volunteer agency, facility security, school janitors)
	Primary:

Others:

	69. Primary agency for POD site parking is _____. (ex. May be one of the above agencies)
	

	70. The decision to terminate POD operations will be made by _____. The ____ at each POD will inform the workers when the POD will be terminating its operations and a general outline for how is shall be done.  (ex. IC, volunteer/staff coordinator)
	

	Section N: Alternative Dispensing

	71. Fill in the blanks:  The organizations/agencies will be notified by the _____ when priority prophylaxis has been completed and they can bring the collected NAPH forms to _______ for bulk dispensing to their population (this may include agencies that assist homebound individuals).  
(ex. Liaison offer or Operations Section Chief, the POD site or CHD)
	

	72. In the event of an emergency, the _____ will contact social service agencies. (ex. Liaison Officer)
	

	73. The county liaison officer is ____. (insert position)
	

	74. (If applicable)  Fill in the blank:  The county contains ___ number of correctional facilities. Emergency medications for local facilities will be delivered and administered by the ________. 
(ex. 2, CHD)


	

	75. (If applicable)  Fill in the blank:  

There are three major military installations in Kansas (Ft. Riley, Ft. Leavenworth, McConnell AFB).  Military installations will be counted as part of the resident county population and the local county health department and hospital will receive their medications.  Counties with military installations must work with these populations on SNS planning.  
The county has a liaison to the Military population that meets with Military Health Services on a regular basis; the liaison is ________.   The county has established specific plans to help meet the needs of the military population. Insert plan here (e.g. where this population will receive medical treatment/prophylaxis.)
	

	76. (If applicable)  Fill in the blank:  

There are four Native American Tribes in Kansas.  Native American populations living on reservations will be counted as part of the resident county population and the local county health department and hospital will receive their medications.  KDHE has a liaison to the Native American populations that meets with Indian Health Services on a regular basis.  
The county has a liaison to the Native American population that meets with Indian Health Services on a regular basis; the County liaison is _______. The county has established specific plans to help meet the needs of this population. Insert plan here (e.g. how/where this population will receive medical treatment/prophylaxis).

	

	77. (If applicable)  Fill in the blank:  
There are three state mental health hospitals within Kansas (Larned, Osawatomie, Rainbow).  Depending of the incident, medications for this facility may be delivered by the state directly to the facility or delivered to the hospital or health department receiving site.  The county  has a liaison to the _____ Mental Health Institution within its jurisdiction that meets with Mental Health Services on a regular basis; the County liaison is _____.
	

	78. (If applicable)  Fill in the blank:  
There are five private psychiatric hospitals in Kansas.  Each hospital will be counted as part of the resident county population and the local county health department and hospital will receive their medications.  Counties with mental health hospitals must work with these populations on preparedness planning. The county  has a liaison to the ________ Psychiatric hospital within its jurisdiction that meets with Mental Health Services on a regular basis; the County liaison is ________.
	

	79. (If applicable)  Fill in the blank:  
There is one major federal penitentiary, the U.S.P Leavenworth.  Medications for this facility will be delivered by the state directly to the facility.  Treatment will be done by medical staff at the penitentiary.   The county has a liaison to the Federal Penitentiary that meets with Penitentiary Health Services on a regular basis; the County liaison is ________.
	

	Section O: Treatment Centers

	80. The county has ___ number of hospitals. They are ___________.
	Number of hospitals:

Names of hospitals:



	81. The person responsible for contacting and coordinating with the hospital during an emergency is the: (insert title)
	

	82. During an emergency the LEOC and CHD will utilize _______ to keep track of hospital capacity and other issues.  
(e.g. WebEOC, EMSystem, Cell phone, Radio, Landline telephone)
	

	Section K: Local Distribution Site (LDS) Operations (if applicable)

Please skip questions 83-92 unless your fall into one of following 3 criteria:

1. Your county has more than one POD site
2. Your county is receiving the assets at a site other than the POD
3. The health department and the hospital will receive assets together at one central location.

Please Note: A distribution site may be conducted at the local level based on the above criteria, this is called a LDS.  A distribution site will be conducted at the State level, this is called an RSS.


	83. How many POD sites are required to serve the entire population of the county?  (See question 38)
	

	84. Complete the sentence:
 KDHE will deliver materiel to_____.
1. One health department and one hospital location in the county OR
2.  The health department and the hospital have chose to share the LDS and will receive their assets in one location
	

	85. The primary and secondary LDS Site Incident Commanders will be? (insert title)
	Primary:

Secondary:

	86. The primary and secondary Inventory Management System that will be used to control inventory is:  (ex. IMS software, electronic spread sheet, excel, access, paper system, other)
	Primary:

Secondary:

	87. What agency will issue identification badges and vehicle passes to drivers transporting medical materiel from one site to another? (ex. County)
	

	88. Who will be the liaison notifying the recipients and the LEOC what supplies are being transported and where they are going? (e.g. inventory unit leader)
	

	89. LDS security will consist of: (e.g. police department, Sheriff’s office, volunteer agency, other)
	Primary:

Others:



	90. Who will be the transport agency? (list)


	Primary:

Others:



	91. What type of identification be used at the LDS? (vests, badges, etc.)
	

	92. Who should maintain staff assignment records for each shift? (insert title)
	

	OTHER QUESTIONS

	93. Were there any questions that you were unable to answer and need follow up?  If so, please list.


	

	94. Did you identify any individuals or agencies that you need to contact to discuss responsibilities?  If so, please list who and how you will contact them.

EXAMPLE
Emergency Management  -Phone Call
Health Department employees  -Quick employee meeting
Security agency  -Phone call to talk about security issues



	

	95. Are there any other preparedness planning gaps in mass dispensing your need to plan for? If yes, please explain.
	








GREAT!  Now you are ready to update your Mass Prophylaxis Dispensing Standard Operating Guide.  

What’s Next?

Step 1. Please contact your coordinator to discuss any additional plans for your region updating your Mass Prophylaxis Dispensing SOG.

Step 2. Next, fill in your written Mass Prophylaxis Dispensing SOG with your above answers!

  Mass Prophylaxis Dispensing Standard Operating Guide (.doc) [image: image1.png]




The above document can be found at:
http://www.kdheks.gov/cphp/operating_guides.htm
        
Step 3. Next, its time to quickly work on the documents that goes along with your written Mass Prophylaxis Dispensing SOG.  

Originally these documents were arranged into multiple attachments for each Standard Operating Guide which seemed to be confusing and repetitive.  These documents have now been rearranged into annexes for your convenience.  The purpose of this is to make it easier to find and use the documents.  This arrangement will also allow you to keep all of your SOG supporting documents in one place.

 There are now basic Annexes Annex A – Annex S

These basic Annexes can become a basis for all of your Standard Operating Guides and will make it easy to update.  This includes:  

Annex A: Introduction Reference Documents 

Annex B: Levels of Activation 

Annex C: Command and Control

Annex D: Emergency Phone Book and Notification

Annex E: Communication Networks and Frequencies

Annex F: Risk Communications Media Relations and Health Education Material

Annex G: Local and Regional Resources 

Annex H: Requesting State Resources 

Annex I: Medical Materiel Management and Storage & Handling

Annex J: Medical Materiel Receipt and Transport

Annex K: Local Distribution Site (if applicable)

Annex L: Priority Prophylaxis

Annex M: Point of Dispensing Operations (to be completed for each POD)

Annex N: Alternate Dispensing (if applicable) 

Annex O: Treatment Center 

Annex P: MOUs

Annex Q: Continuity of Operations

Annex R: Specimen Chain of Custody 

Annex S: Community Containment for Disease

Step 4. Time to download and work on the Mass Dispensing Supporting Documents.  This is in a ZIP format.

Mass Prophylaxis Dispensing Standard Operating Guide Annexes (.zip) - 31.2 MB [image: image2.png]



The above document can be found at:
http://www.kdheks.gov/cphp/operating_guides.htm


If you have trouble opening, unzipping, saving, or working with the new documents please read step 5, 6, and 7.

Step 5. READ THESE HELPFUL HINTS:
1.  But there are so many documents how do I know which ones to work on and submit and which ones to print?
Answer:  After downloading the Annexes, open the document annex list.  The documents in RED are the ones you need to complete and submit to CPHP along with your written MD SOG.

2.  But a lot of these documents I have already completed.
Answer:  Exactly!  Don’t make it more work then it is, just copy and past your old material into the new formatted templates. 

3.  Why the new format and rearrangement?
Answer: To make it easier to find documents and less work.  It is helpful to know each written section of your Mass Prophylaxis Dispensing SOG corresponds to each annex.  For example, Section B Levels of Activation in the written MD SOG corresponds with Annex B Levels of Activation supporting documents.

4. I’m done with the attachments, who can I submit them to?  
Answer: You can submit them to Michelle Wishon at KDHE by email or mail (flash drive, CD, or paper forms).  If you submit a flash drive, it will be returned to you.  Here contact information is below.

5.  I did it, but I don’t know if I did it right.
Answer:  You can pre-submit your information to Michelle to answer any additional questions or concerns.

6.  Do I have to use the new format?
Answer:  We encourage you to use the new format to make it easier on you for updating your SOGs in the future, but you are welcome to use your current format.  Keep in mind you must submit the required “red” documents in the list along with your written Mass Dispensing SOG.

Step 6. If you have any other questions you can contact your regional representative or:
Michelle Wishon
Kansas Department of Health and Environment
Center for Public Health Preparedness
1000 SW Jackson St., Suit 330
Topeka, KS 66612-1365
785-296-7428
Fax: 785-296-2625
mwishon@kdheks.gov


Step 7. Still confused?  Call Michelle Wishon at the number above.  You can also request a visit for your health department or region for additional help with Mass Dispensing Emergency Planning by going to: http://www.kdheks.gov/cphp/tech_assistance.htm
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