	RUNNER FOR OPERATIONS SECTION
	[image: image3.png]PublicHealth

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:
	Runner

	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 runner for the Operations Section you must ensure that the POD can carry out this mission by:
· Distributing messages, requests, supplies, equipment as needed

· Running errands for either the Operations Section Chief and/or the Unit Leaders within the Operations Section as needed

· Notifying Security Services of any situations requiring their intervention

· Assisting with the demobilization of your section




	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:

· Organizational Chart

· Job Action Sheet

· POD Staff Assignment Map
	

	4. Refer to the “POD Staff Assignment Map” in your packet to locate 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. Review staffing & assignments with the Operations Section Chief.
	


	INTERMEDIATE ACTIONS
	(Please √ task when completed)

	A) PRIOR TO OPENING THE POD SITE TO THE PUBLIC

	1. Confirm that all members of your unit are present.
	

	2. Synchronize your watch with your Operations Section Chief.
	

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

	4. Meet with the Operations Section and have each member assemble at their station(s).
	

	5. Rehearse at your station(s).
	

	6. Record your START time on ICS Form 211 (Check-in List) – record this on the Operations Section Chief’s copy.
	

	7. Notify the Operations Section Chief when your unit is ready to receive the public.
	

	B) AFTER OPENING THE POD TO THE PUBLIC

	1. Remain near the Incident Command Post (ICP) and await assignments from the Operations Section Chief.
	

	2. The only people you should be a ‘runner’ for are the Operations Section Chief or any Unit Leaders within the Operations Section (as assigned).
	

	3. Notify your Operations Section Chief or Unit Leader when you need a break.
	

	4. Monitor the other runners in your team for signs of fatigue and stress.
	

	DEMOBILIZATION
	(Please √ task when completed)

	1. Assist with the demobilization of Operations Section.
	

	2. Help Operations Section members repack their supplies.
	

	3. Help move these repacked supplies to central location where they can be picked up later.
	

	4. Help with the site clean-up for your area.
	

	5. Sign out.
	

	6. Attend the POD ‘Hotwash’ as directed.
	

	ADDITIONAL DUTIES AS ASSIGNED
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