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Prevent. Promote. Protect





	This job action sheet helps to explain some of the details surrounding what is expected of you in the position you have been assigned.  Although this form describes many of the specifics surrounding your position, be prepared to have duties added or deleted during the duration of your assignment.

	Name:
	

	Functional Area you are assigned to in the POD: 
	Operations

	Position you are assigned to:
	Dispenser/Vaccinator

	Person you report to:


	Operations Section Chief


	Person(s) who report(s) to you: 
	


	MISSION

	The mission of your POD site is to dispense as many pills or administer as many vaccines to the greatest number of people as safely and efficiently as possible.  As a dispenser you must ensure that the POD can carry out this mission by:

· Managing the Dispensing or Vaccination station
· Reviewing screening forms to determine appropriate medications to be dispensed, and making corrections (if necessary) to ensure safety of clients that have been screened
· Properly dispensing medications or administering vaccines by following Universal Precautions
· Keeping the Screening Form for all clients


	UNIFORM

	Dress appropriately for the job you are assigned to do and comfortably for the season. A color-coded vest will be issued to you at the Personnel & Volunteer Staging Area (PVSA).


	IMMEDIATE ACTIONS
	(Please √ task when completed)

	1. Sign in at the Personnel & Volunteer Staging Area (PVSA). 
	

	2. Receive and put on POD Staff ID badge and vest.
	

	3. Receive your  staff packet, which may include:

· Job Action Sheet

· POD Staff Assignment Map
· Organizational Chart
	

	4. Refer to the “POD Staff Assignment Map” in your packet to show the area at the POD where you will be working.  Follow the POD signage to your assigned location.
	

	5. READ YOUR ENTIRE JOB ACTION SHEET.
	

	6. Check in with your immediate supervisor. Obtain briefing and clarify authority regarding position assignment.
	

	7. Participate in a walk through/orientation of the POD site with all POD staff.
	

	8. Synchronize your watch with POD staff.
	

	9. Inventory your station(s). Based on this inventory, if any equipment or materials are missing write these on a list and submit this to your assigned supervisor.
	

	10. Rehearse at your station:

· Study the DOC-approved protocol for the vaccine/drug being dispensed 

· Prepare your medications as needed

· Review contraindications/precautions detailed for the vaccine/medication being dispensed
	

	11. Participate in an initial rehearsal of POD operations with all POD staff.
	

	12. Notify your assigned supervisor when your station is ready to receive clients.
	

	INTERMEDIATE ACTIONS
	(Please √ task when completed)

	1. Maintain a unit log for your station (ICS 214). Record date and time of notable activities.
	

	2. Review Screening Forms to determine appropriate medications to be dispensed or vaccines to be administered.
	

	3. Follow Universal Precautions.
	

	4. Collect Screening Forms from clients.
	

	5. Properly dispense medication or administer vaccination.
	

	6. Take the lot number sticker from the medication container and affix to the patient screening form.
	

	7. Provide clients with medication fact sheets and HIPPA forms. Direct clients to the exit of the POD.
	

	8. Advise your assigned supervisor on any dispensing-related issues as they arise.
	

	9. Coordinate breaks and mealtimes with dispensers/vaccinators as appropriate.
	

	10. Participate in POD staff briefings as needed.
	

	11. Monitor POD staff and clients for signs of fatigue and stress.
	

	DEMOBILIZATION
	(Please √ task when completed)

	1. If POD operations are ongoing at the conclusion of your shift, brief your replacement on any issues that occurred during your shift. Ensure that your activity log is submitted to your assigned supervisor.
	

	2. Assist in the demobilization of your station.
	

	3. Ensure that the supplies and materials for your station are inventoried, organized, repacked, and consolidated.
	

	4. Sign out.
	

	5. Attend the POD ‘Hotwash’ as directed.
	


	ADDITIONAL DUTIES AS ASSIGNED
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