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	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: 
	Incident Command

	Position you are assigned to:
	POD Commander

	Person you report to:


	

	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 the POD Commander, you serve as the lead person for the POD site with the ultimate responsibility for POD operations.  You must help to ensure the POD carries out this mission by:
· Ensuring appropriate communication and coordination with the Washoe County Health District (WCHD) Department Operations Center (DOC).  
· Managing and directing POD set-up, operations (staffing, throughput, logistics, communications, etc.), and demobilization.


	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.


	IMMEDIATE ACTIONS
	Please √ task when completed

	1. Sign in.
	

	2. Receive and put on POD Staff ID badge and vest that identifies you as the POD Commander.
	

	3. Receive your staff packet, clipboard, and radio.
	

	4. READ YOUR ENTIRE JOB ACTION SHEET.
	

	5. Upon determination of need, notify POD staff to report to the POD site to assist with set-up and activation.
	

	6. Serve as the lead for initial check-in of POD staff. Ensure that all POD staff have the appropriate staff packet that may include:

· Job Action Sheet

· POD Staff Assignment Map
· Organizational Chart
	

	7. Confirm that all staff for your POD site are present.
	

	8. Oversee initial set-up of all POD stations:
· Ensure adequate staffing
· Ensure appropriate signage
· Ensure adequate equipment and materials; station leads should inventory their respective stations and report any resource or material needs to you or the assigned Logistics Section Chief
· Review Security Plan with Security and Greeter staff
· Access the Communications Plan; if one does not exist, create or delegate the development of a Communications Plan prior to POD opening
	

	9. Lead a walk through/orientation of the POD site for all POD staff, review staffing and assignments at all stations, and provide just-in-time training where necessary.
	

	10. Establish an ICS-based command structure at your POD site.
	

	11. Synchronize your watch with POD staff.
	

	12. Perform a communications check with the WCHD DOC. Ensure there is redundant means of communication.
	

	13. Direct POD staff to assemble at their stations, inventory their stations, and conduct any necessary just-in-time training.
	

	14. Conduct an initial rehearsal of operations. Stations should rehearse in conjunction with all the other POD sections/teams in chronological order of the POD.  You, the POD Commander, can serve as ‘the client’ and walk through the entire flow of your POD site.
	

	15. Make the determination that the POD site is ready to serve clients and notify the WCHD DOC to receive approval.
	

	16. Open your site to clients. Record this time (you may choose to use the ICS 214 form)

	

	INTERMEDIATE ACTIONS
	Please √ task when completed

	1. Monitor POD flow and identify/eliminate problem areas.  You have the authority to make decisions at any time to alter POD flow by making adjustments in the POD setup and/or layout to reduce bottlenecks.
	

	2. Ensure adequate staffing and make appropriate adjustments. You have the authority to add, delete, or make any necessary adjustments in POD staffing.  This includes reassigning POD staff, increasing or decreasing the numbers of positions filled, etc.
	

	3. Respond to security concerns as needed and coordinate with Security as appropriate (ensure coordination with external security/law enforcement partners when necessary).
	

	4. When possible, circulate throughout the entire POD site and check on each station and its assigned staff.
	

	5. Coordinate breaks and mealtimes with POD staff; identify a backup when you need to take a break.
	

	6. Coordinate and facilitate POD staff briefings as needed.
	

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

	DEMOBILIZATION
	Please √ task when completed


	1. At the conclusion of your shift, brief your replacement on any issues that occurred during your shift if POD operations are ongoing. Ensure an activity log is submitted to the incoming POD Commander (you may choose to use the ICS 214 form). Leave forwarding phone number.
	

	2. Coordinate with the WCHD DOC to determine appropriate time for POD closure.
	

	3. Notify the WCHD DOC once the POD site is closed.
	

	4. Oversee the demobilization of the entire POD site.
	

	5. Ensure that the supplies and materials for the entire POD site are inventoried, organized, repacked, consolidated, and returned to WCHD.
	

	6. If applicable, prepare an ICS Form 201 (Incident Briefing) for shift changeover.
	

	7. Conduct a ‘Hotwash’ with all POD staff. 
	


	ADDITIONAL DUTIES
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