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Point of Dispensing Operational Checklist

	Region:
	

	Incident:
	


	Phase 1: Situation Awareness

	Overarching Task: 
	Monitor regional activity for unusual medical/public health activity 

	Action Step
	Responsible Party/Title
	Date/Time Completed
	Initials

	1.
	Provide Situational Awareness to Regional Coordinating Council (RCC) 
	
	
	


	Phase 2: Situation Development

	Overarching Task: 
	Develop Incident Action Plan

	Action Step
	Responsible Party/Title
	Date/Time Completed
	Initials

	1.
	Activate MACE
	
	
	

	2. 
	Notify Hospitals
	
	
	

	3.
	Notify Political Leaders (select boards, mayors, etc)
	
	
	

	4.
	Establish Communications with ICC (phone, email, webEOC)
	
	
	

	5.
	Determine need for additional assets (State, Federal, SNS, etc)
	
	
	

	6.
	Determine which POD Sites will be activated
	
	
	

	7.
	Determine need of Closed POD’s
	
	
	

	8.
	Develop and disseminate Incident Action Plan (to include deactivation plan)
	
	
	


	Phase 3: Activation

	Overarching Task: 
	Prepare to open POD sites

	Action Step
	Responsible Party/Title
	Date/Time Completed
	Initials

	1.
	Determine date/time/duration of clinic(s)
	
	
	

	2. 
	Arrange for cancellation of previously scheduled activities in facility.
	
	
	

	3.
	Assign POD manager
	
	
	

	4.
	Notify healthcare facilities
	
	
	

	5.
	Notify closed POD partners
	
	
	

	6.
	Notify POD staff partner organizations (ems/fire/police/vna/mrc, etc)
	
	
	

	7.
	Request behavioral health staffing at POD
	
	
	

	8.
	Notify vendors for food/supplies, etc for each POD site
	
	
	

	9.
	Request appropriate functional needs support based on site plan
	
	
	

	10.
	Determine throughput number to identify staffing needs
	
	
	

	11.
	Identify staffing needs for clinic, prepare staffing charts based on resources
	
	
	

	12.
	Arrange for EMS staffing for clinic operations
	
	
	

	13.
	Arrange for security staffing during clinic operations
	
	
	

	14.
	Arrange for facility for facility engineering and janitorial supports
	
	
	

	15.
	Determine when (if appropriate) first responders/clinic staff will receive prophylactic medication/vaccine
	
	
	

	16.
	Determine which assets will be needed for the event and confirm the availability of those assets
	
	
	

	17.
	Review event specific Standing Orders
	
	
	

	18.
	Obtain a signature for Standing Orders
	
	
	

	19.
	Review educational materials; copy all materials ensuring adequate supply for translation needs in region
	
	
	

	20.
	Make copies of all forms needed for clinic operation
	
	
	

	21.
	Obtain walkers/wheelchairs for use in clinic
	
	
	

	22.
	Obtain busses and drivers if staging areas are to be used
	
	
	

	23.
	Organize public transportation if appropriate
	
	
	

	24.
	Assure all supplies are in place (see list of needed supplies)
	
	
	

	25.
	Ensure all badging equipment and supplies are available to properly badge all volunteers
	
	
	

	26.
	Mark/delineate traffic patterns (use pre-identified supplies/cones/tape etc.)
	
	
	

	27.
	Set up barriers, cones etc for parking vehicles and traffic control outside building
	
	
	

	28.
	Label all rooms at facilities including rest rooms
	
	
	

	29.
	Post signs (educational, directions, etc) around the site
	
	
	

	30.
	Mark entrance and exit with large sign
	
	
	

	31.
	Ensure all stations are labeled appropriately
	
	
	

	32.
	Prepare all stations (screening, triage, dispensing) with the appropriate supplies/equipment and paperwork
	
	
	

	33.
	Prepare refrigerator and/or space for receipt of medications
	
	
	

	34.
	Test back up electrical power capabilities
	
	
	

	35.
	Set up system for communications between stations (walkie talkie, phone)
	
	
	

	36.
	Test internet, phone and other communication tools, capabilities
	
	
	

	37.
	Determine points for measuring benchmarks for clinic assessment
	
	
	

	38.
	Review and prepare a general JIT for POD staff
	
	
	

	39.
	Review and prepares a medical JIT for medical staff
	
	
	

	40.
	Notify Community of clinic dates, times and locations (refer to Risk Communication Plan)
	
	
	


	Phase 4: Execution

	Overarching Task: 
	Dispense Prophylaxis

	Action Step
	Responsible Party/Title
	Date/Time Completed
	Initials

	1.
	Register staff
	
	
	

	2. 
	Provide badge to each volunteer
	
	
	

	3.
	Review licensure of all professional staff
	
	
	

	4.
	Provide medication/vaccine to staff (as state guidance allows)
	
	
	

	5.
	Conduct a general JIT training for POD staff
	
	
	

	6.
	Conduct a medical JIT training for medical staff (review standing orders, screening criteria, contra-indications, dispensing of medication and vaccine, etc)
	
	
	

	7.
	Conduct station specific JIT training
	
	
	

	8.
	Walk through facility with all staff
	
	
	

	9.
	Assign staff to POD positions
	
	
	

	10.
	Dispense medication
	
	
	

	11.
	Evaluate throughput and prepare for reporting to MACE
	
	
	

	12.
	Collect data on all participants of POD sites
	
	
	

	13.
	Consider staff reduction plan
	
	
	

	14.
	Monitor for re-supply order
	
	
	

	15.
	Maintain regular communication with closed PODS on their execution plan, de-activation plan
	
	
	

	16.
	Document costs daily
	
	
	

	17.
	Document staff time(in and out)
	
	
	


	Phase 5: Deactivation

	Overarching Task: 
	Dispense Prophylaxis

	Action Step
	Responsible Party/Title
	Date/Time Completed
	Initials

	1.
	Determine, in conjunction with DHHS, closure of POD sites
	
	
	

	2. 
	Communication to all active participants of de-activation (hospital, closed POD locations)
	
	
	

	3.
	Prepare communication to media outlets for notification of POD closure and alternate dispensing opportunities once PODs( are closed
	
	
	

	4.
	Inventory supplies that are being returned
	
	
	

	5.
	Inventory regional supplies & resources
	
	
	

	6.
	Plan for receipt of closed POD supply and medication
	
	
	

	7.
	Prepare supplies for return to sender
	
	
	

	8.
	Prepare regional supplies to be returned to trailer and/or storage
	
	
	

	9.
	Collect all documentation (staffing roster, clinic forms)
	
	
	

	10.
	Return building(s) to pre-event status
	
	
	

	11.
	Perform Hot wash with clinic staff
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