County Public Health                                                          Standard Operating Procedure 

Point of Dispensing (POD)



         SOP #2


POD Operating Procedures

POD Stand Up

1.  References: The Oregon State Strategic National Stockpile Plan, and Local Policy (as applicable).

2.  General: The procedures described below outline basic steps for standing up a Point of Dispensing (POD) site. The POD Management structure conforms to National Incident Management System (NIMS) and Incident Command System (ICS) guidelines. Atch 2-1 provides a standard POD ICS matrix. PODs are intended to be modular, flexible, scalable, and adaptable in size and structure. 

3.  POD Documentation, Site, and Personnel:
a. POD Incident Action Plan (IAP): Refer to POD SOP #2, Atch 2-3 for ICS Form 201-2, IAP Planning Sheet. The POD Supervisor and Team Lead staff will provide input in formulating assessments, determining needs, define roles and responsibilities, creating objectives and finalizing a preliminary action plan. Subsequent shift command staff will re-evaluate assessments, needs, objectives, and issuing a follow-on action plan (IAP) for the next operational period. 
b. POD Documentation: POD event documentation will be entered in the POD Unit Log (ICS Form 214 and 214-1, Continuation Sheet, Appendix D). Note events, discrepancies, problem areas, and/or best practices to document After Action Items or for future
c. (if applicable) POD Facility/Site Location: A POD Site Assessment has already been conducted and is documented in Appendix E of this binder. Review the contents to determine stand up, pre-activation needs, and operating procedures.
d. POD Staff: The POD Supervisor, Team Leads, or their designated representatives are to brief POD staff members on the nature of the POD operations and conduct JIT training, as needed. Other JIT Training items include shift change briefings, POD Sign-In/Sign Out, job duties and functions, POD supervision, and operational procedures. Refer to Appendix C for JIT Training sheets
i. The POD Supervisor and Team Leads are to ensure the POD facilities, key facility personnel; POD Staff members, pharmaceuticals, supplies, and equipment are on-hand, available, and ready for operations prior to opening the POD to the public. Review the contents of this binder to determine pre-activation needs and procedures.
ii. Initial POD staffing will be on-call and available through call-down rosters that are maintained and made available by County Department of Health and Human Services to the DOC. The DOC Operations Section, in conjunction with the DOC Logistics section will activate personnel for POD manning.

a) Medical

b) Security

c) Facilities

d) POD Flow/Volunteer Augmentation 

iii. Follow-on Shifts are to arrive at the POD 30 minutes prior to the beginning of their shift change briefing and report to their station 10 minutes prior to the beginning their shift.

iv. All personnel will sign in when reporting for duty and sign-out at shift changes. Use the sample Sign-In/Sign-Out Roster form found in Appendix D as a guide.
v. Shift duration: for 24-hour POD operations, shifts will normally be 8-hours long. For operations other than 24-hours, the POD Supervisor will determine shift length, according to manning requirements.
vi. POD Supervisors and Team Leads will stagger their shift changes to ensure positive continuity between shifts.
vii. At a minimum, the POD Supervisor and Team Leads will conduct briefings at each shift change.
viii. Personnel are to ensure that their station and/or duties are covered during breaks. Coordinate all breaks with Team Leads to ensure position coverage. 

4. Equipment: Pre-packed “Go Kits” will be delivered to each POD upon activation. These Go Kits include everything necessary to set up and activate the POD. See POD SOP 1, Atch 1-1 for the POD Go Kit Inventory List. Other Items
a. POD Personal Protective Equipment (PPE):  In the event that PPE is required, the POD Supervisor will ensure the equipment is properly worn. Some or all of the PPE may be dispatched with the SNS Stockpile delivery.
i. All staff members are expected to properly wear their PPE.

ii. Personnel that off-load and manage inventory are to wear steel-toed boots (if required) and work gloves.

b. Tactical Communications:  Refer to Appendix C, JIT Training #2. The following equipment is to be issued (unless one has already been issued):

i. POD Supervisor - a cell phone (for communicating with the EOC and/or DOC) and a hand-held radio (for communications with POD Team Leads).  

ii. Team Leads - hand-held radios.  

iii. Stations - one hand-held radio per station.

5.    Receiving and Storage of Pharmaceuticals and Supplies:
a.   Receiving and Storage of Pharmaceuticals:  Refer to POD SOP #4 for specific guidance for receiving State/SNS Stockpile shipments.
b.   Pharmaceutical Inventory Room (PIR): Pharmaceuticals and medical supplies are to be strictly accounted for and controlled. Medications and supplies will be stored in a “room” or area with adequate security measures provided and restricted access to supplies.

c.   POD Security/Traffic and Facilities Teams are to:

a) Make ready to receive and unload pharmaceuticals and supplies using the appropriate equipment (e.g., hand trucks, gloves and footwear)
b) Ensure that medication and materials will be stored securely in the Inventory Room, and at the proper temperature. Refrigeration may be required.
c) Ensure a smooth supply chain flow so that POD stations are stocked with pharmaceuticals and other supplies in a timely manner.
d) Ready all supply accountability documentation forms (Bin Cards) for POD dispensing from the Pharmaceutical Inventory Room.
d.   Intra-POD Ordering (and re-ordering) Pharmaceuticals, use the POD Dispensing Log Form, found in Appendix D, to request pharmaceuticals and supplies for a Dispensing/ Vaccination Station from the Pharmaceutical Inventory Room. Form will be filled out by Inventory Room personnel and double-checked and signed by the runner. 
6. Facilities-Supplied Equipment: Facilities representatives will augment POD Go Kit equipment with tables, chairs, and other furniture; plus ensure the POD has access to necessary fax machines, copiers, telephone and Internet access, etc.

ii. The facility will also supply access to electrical outlets
iii.  Audio-Visual Equipment, as necessary. 
iv. Refer to Appendix E, page 2, of the POD Site Assessment, “Available On-Site Equipment”.
7. POD Flow Chart: Refer to Atch 2-3 for the POD Flow Chart
a. POD Flow is paramount in order for smooth operations in an emergency situation. POD Flow is designed to eliminate bottle-necks and keep lines moving. The goal during a mass prophylaxis is 500 people per hour (heads of households). 

i. The POD Flow Team is responsible for ensuring a smooth flow at all stations
ii. Orienting the public to the POD process

iii. Answering questions

iv. Using Interpreters where necessary to provide information

v. Eliminating bottlenecks

vi. Providing forms, information, and education materials
b. Troubleshooting: The POD Flow Team Lead, along with the POD Flow Team members, will identify trouble areas and areas of concern, to streamline POD Flow operations. 
c. Documentation: Document shift activities, problem areas, solutions, best practices, et al., on the POD Unit Log, ICS Form 214 and 214-1 (Appendix D).
