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Position Checklist - A          

Position Title:           Site Commander

Upon Activation:

 FORMCHECKBOX 
  Receive briefing from Health Department and/or Incident Commander. Ensure knowledge of full mission request. Communicate any concerns or problems prohibiting mission completion.

 FORMCHECKBOX 
  Review Mass Medication Distribution Planning Guide.

Responsibilities:

 FORMCHECKBOX 
  Brief all other staff personnel of roles and responsibilities.

 FORMCHECKBOX 
  Establish communications and communications protocol with all staff members.

 FORMCHECKBOX 
  Establish point of arrival and briefing for new incoming staff members.

 FORMCHECKBOX 
  Establish chain of command and performance expectations for all staff. Share this with members at appropriate time

 FORMCHECKBOX 
  Meet with assigned team members and ensure that they are personally prepared, self-sufficient and adequately equipped to perform their assignment.

 FORMCHECKBOX 
  Assemble personnel for a briefing to include:

· Mission as assigned by local management

· Latest event information and environmental conditions

· Any hazards or threats to staff safety and health

· Media plan and procedures

· Identification of the affected local emergency management structure

· Pertinent or unique cultural and local considerations

· Information flow and reporting requirements

· Shift considerations and shift transition instructions to oncoming staff

· Problem solving process and methods for establishing or changing priorities

On-Site Operations: 

 FORMCHECKBOX 
  Conduct on-site briefing with Communications, Logistics, Operations, and Security section chiefs.

 FORMCHECKBOX 
  Notify local officials when you are ready to begin processing patients through the site.

 FORMCHECKBOX 
  Review work schedule and specific assignments for each group of staff.

 FORMCHECKBOX 
  Ensure consistency in information provided to patients at all stations.

 FORMCHECKBOX 
  Report progress to local management as appropriate.

 FORMCHECKBOX 
  Assist local government in briefing State or Federal officials as appropriate.

 FORMCHECKBOX 
  Establish time schedule for planning meetings, briefings, and team meetings.

 FORMCHECKBOX 
  Review demobilization plan as end of mission becomes eminent.

Deactivation Phase:

 FORMCHECKBOX 
  Conduct exit interviews with staff members and appropriate local officials.

 FORMCHECKBOX 
  Ensure that an after action review occurs and is documented.

 FORMCHECKBOX 
  Participate in after action review meetings as required.

Position Checklist - B

Position Title:         Communications Chief

Upon Activation:

 FORMCHECKBOX 
  Receive briefing from Health Department, Incident Commander, and/or Site Commander. Ensure knowledge of full mission request and plan of operations.

 FORMCHECKBOX 
  Review Mass Medication Distribution Planning Guide.

 FORMCHECKBOX 
  Work with Logistics Chief to ensure all communications equipment (radios, telephones, batteries, chargers, electrical cord, etc.) and other vial site equipment are included in the equipment caches sent to PoD.

On-site Operations:

 FORMCHECKBOX 
  Receive on-site briefing from Site Commander, Operations Chief, and/or Logistics Chief.

Responsibilities:

 FORMCHECKBOX 
  Work with Logistics Chief to set-up, test, maintain, and arrange for repair of all telecommunications and other vital equipment.

 FORMCHECKBOX 
  Set-up designated area at site to house communications support equipment (back-up radios and phones, batteries, etc.)

 FORMCHECKBOX 
  Obtain information for a current directory of significant contact phone/fax/pager numbers.  Act as a central site for communication, current directories, etc.

 FORMCHECKBOX 
  Establish and manage a message system.

 FORMCHECKBOX 
  Establish contact with lead agency and other cooperating agencies.

 FORMCHECKBOX 
  As needed, obtain on-site operational radio frequencies.

 FORMCHECKBOX 
  Work with Logistics Chief to create an operational site Communications Plan.

 FORMCHECKBOX 
  Issue radio and/or phone equipment to personnel according to orders from Logistics Chief. Maintain records of equipment issued.

 FORMCHECKBOX 
  Maintain Unit Log.

Deactivation Phase:

 FORMCHECKBOX 
  Remove all communications equipment and pack it appropriately for transport.

 FORMCHECKBOX 
  Account for all communications equipment issued to staff.

 FORMCHECKBOX 
  Identify and tag all equipment needing repair and/or replacement.

 FORMCHECKBOX 
  Ensure all records and reports are turned over to Logistics Chief.

 FORMCHECKBOX 
  Identify issues and participate in after action report.

Position Checklist - C

Position Title:                 Logistics Chief
Upon Activation:

 FORMCHECKBOX 
  Receive briefing from Health Department, Incident Commander, and/or Site Commander. Ensure knowledge of full mission request and plan of operations.

 FORMCHECKBOX 
  Review Mass Medication Distribution Planning Guide.

 FORMCHECKBOX 
  Confirm activation of all staff members with logistics duties.

 FORMCHECKBOX 
  Ensure shipment of equipment/supplies and arrange for transport to treatment site.

 FORMCHECKBOX 
  Ensure that ground transportation is ordered and available for all staff when team reaches destination.

On-site Operations:

 FORMCHECKBOX 
  Receive on-site briefing from Operations Chief.

Responsibilities:

 FORMCHECKBOX 
  Arrange for security of equipment/supplies as they arrive at the site.

 FORMCHECKBOX 
  Set-up all communications equipment (phones and radios) and work with Site Commander to establish communications protocols.

 FORMCHECKBOX 
  Check all areas as they are being set-up.  Make sure staff has all equipment and supplies needed to carry out their functions.

 FORMCHECKBOX 
  Work with staff in each area to set up physical workstations.

 FORMCHECKBOX 
  Arrange for procurement of additional equipment/supplies as needed and as authorized by Site Commander or Incident Commander.

 FORMCHECKBOX 
  Work with Operations Chief to make sure that the security, ordering, inventory, and re-supply of the pharmaceutical cache meets standards.

 FORMCHECKBOX 
  Make arrangement for food and beverages for all staff members. Provide plenty of fluids at each work location.

 FORMCHECKBOX 
  Participate in staff briefings and assist Incident Commander as requested.

 FORMCHECKBOX 
  Maintain Unit Log.

 FORMCHECKBOX 
  Anticipate staff needs and request additional staff as needed.

 FORMCHECKBOX 
  Arrange for transportation of staff members to and from the treatment site.

 FORMCHECKBOX 
  Provide logistical support as needed by each station.

 FORMCHECKBOX 
  Establish mechanism to procure additional equipment/supplies as needed.

 FORMCHECKBOX 
  Participate in the demobilization planning process.

Deactivation Phase:

 FORMCHECKBOX 
  Supervise the breakdown and repackaging of all equipment/supplies at each station.

 FORMCHECKBOX 
  Arrange to have all equipment/supplies returned to place of origin.

 FORMCHECKBOX 
  Ensure that all records and reports are turned in to the Site Commander.

 FORMCHECKBOX 
  Participate in the after action process.

 FORMCHECKBOX 
  Ensure clean up of all workspaces.

                 Position Checklist - D

Position Title:          Safety Chief
Upon Activation:

 FORMCHECKBOX 
  Receive briefing from Site Commander or Logistics Chief. Ensure knowledge of full mission request and plan of operations.

 FORMCHECKBOX 
  Review Mass Medication Distribution Planning Guide.

 FORMCHECKBOX 
  Orient security staff to their specific goals and responsibilities.

On-site Operations:

 FORMCHECKBOX 
  Receive on-site briefing from Site Commander or Logistics Chief.

Responsibilities:

 FORMCHECKBOX 
  Brief all security personnel as needed.

 FORMCHECKBOX 
  Maintain exterior/outside security operation ensuring safety of building access, exits, parking lots, etc.

 FORMCHECKBOX 
  Maintain interior/inside building security operation. Include entry and exit points, line monitoring, stations, pharmacy and supply area, mental health counseling area, and general public activities.  Check all stations for any potential problems with security and/or safety.

 FORMCHECKBOX 
  Take necessary action. Report findings/activities to the Site Commander or Logistics Chief.

 FORMCHECKBOX 
  Supervise the set-up of crowd control system (cones, ropes, etc.).

 FORMCHECKBOX 
  Participate in meetings and briefings to ensure that safety considerations are a part fo the plan at all times.

 FORMCHECKBOX 
  Meet with other security and/or safety personnel assigned to the area of operation and make sure they understand their responsibilities.

 FORMCHECKBOX 
  Ensure security is provided for all personnel.

 FORMCHECKBOX 
  Ensure security is provided for all equipment, vehicles, and buildings.

 FORMCHECKBOX 
  Meet with law enforcement and coordinate issues/efforts.

 FORMCHECKBOX 
  Coordinate staff badges/passes as necessary.

 FORMCHECKBOX 
  Identify and make known to Site Commander, Logistics Chief, and Operations Chief and security or safety issues.

 FORMCHECKBOX 
  Offer operational assistance and recommendations regarding evidence collection, processing, and security to local law enforcement.

 FORMCHECKBOX 
  Review sanitation requirements and report concerns to Operations Chief.

 FORMCHECKBOX 
  Ensure that evacuation signals and routes are known to all.

 FORMCHECKBOX 
  Ensure that accident reports are written and that accidents are investigated.

Deactivation Phase:

 FORMCHECKBOX 
  Ensure all records and reports are turned over to Operations Chief.

 FORMCHECKBOX 
  Identify issues and participate in after action report.

Position Checklist - E

Position Title:               Security Personnel
Upon Activation:

 FORMCHECKBOX 
  Receive briefing from Safety Chief.  Ensure knowledge of full mission request and plan of operations.

 FORMCHECKBOX 
  Review Mass Medication Distribution Planning Guide.

On-site Operations:

 FORMCHECKBOX 
  Receive on-site briefing from Safety Chief.

Responsibilities:

 FORMCHECKBOX 
  Participate in the set-up of crowd control system (cones, ropes, etc.).

 FORMCHECKBOX 
  Check all lines, stations on routine basis for any potential problems with security and/or safety. Report findings to the Safety Chief.

 FORMCHECKBOX 
  Serve on entry/exit duty as assigned.

 FORMCHECKBOX 
  Coordinate the acquisition of any access passes/badge required by the affected local jurisdiction and the delivery of such items to the staff members.

 FORMCHECKBOX 
  Establish a protective perimeter for the Dispensing Site.

 FORMCHECKBOX 
  Offer assistance and/or advice regarding evidence processing and custody to the agency of the affected jurisdiction charged with that responsibility.

 FORMCHECKBOX 
  Review sanitation issues as they arise and report concerns to the Safety Chief.

 FORMCHECKBOX 
  Ensure that evacuation signals and routes are labeled appropriately.

 FORMCHECKBOX 
  Investigate accidents and write accident reports. Submit to Safety Chief.

 FORMCHECKBOX 
  Render assistance of a general nature as necessary and assigned.

Deactivation Phase:

 FORMCHECKBOX 
  Turn over all records and reports to Safety Chief.

 FORMCHECKBOX 
  Provide operational assistance in packing up equipment/supplies to all areas.

 FORMCHECKBOX 
  Identify issues for the after action report.
Position Checklist - F

Position Title:              Operations Chief

Upon Activation:

 FORMCHECKBOX 
  Receive briefing from Health Department, Incident Commander, or Site Commander. Ensure knowledge of full mission request and plan of operations.

 FORMCHECKBOX 
  Review Mass Medication Distribution Planning Guide.

 FORMCHECKBOX 
  Confirm and determine numbers and types of pharmacy staff available by specialty.

On-Site Operations:

 FORMCHECKBOX 
  Receive on-site briefing from Site Commander.

Responsibilities:

 FORMCHECKBOX 
  Brief all pharmacy and clinical staff regarding planned operations.

 FORMCHECKBOX 
  Determine supervisors and make staff assignments for each functional area. Ensure all staff have position checklists.

 FORMCHECKBOX 
  Work with logistics staff to ensure that all physical and set-up and supplies are available for each area.

 FORMCHECKBOX 
  Establish and coordinate patient situational briefing with briefing staff.

 FORMCHECKBOX 
  Meet with pharmacy staff and review mass prophylaxis process flow charts ensuring that staff have and are clear on treatment protocols.

 FORMCHECKBOX 
  Meet with mental health staff and review mass prophylaxis process flow chart ensuring that staff are clear on treatment protocols.

 FORMCHECKBOX 
  Brief all station staff on procedures for additional supplies, security problems, treatment issues, or other problems.

 FORMCHECKBOX 
  Monitor patient flow through pharmacy areas and problem solve with Site Commander and/or Logistics Chief.

Deactivation Phase:

 FORMCHECKBOX 
  Coordinate and supervise the breakdown and packaging of each station.

 FORMCHECKBOX 
  Ensure the collection of all paperwork and turn in to Site Commander.

 FORMCHECKBOX 
  Provide input to after action report.

Position Checklist - G

Position Title:


Pharmacy Chief
Upon Activation:

 FORMCHECKBOX 
  Receive briefing from Health Department, Incident Commander, Site Commander, or Operations Chief.  Ensure knowledge of full mission request and plan of operations.

 FORMCHECKBOX 
  Review Mass Medication Distribution Planning Guide.

 FORMCHECKBOX 
  Confirm and determine numbers and types of pharmacy and clinical staff available by specialty.

 FORMCHECKBOX 
  Brief all pharmacy staff on mission request and plan of operations.

On-Site Operations:

 FORMCHECKBOX 
  Receive on-site briefing from Site Commander.

Responsibilities:

 FORMCHECKBOX 
  Brief all pharmacy and clinical staff regarding planned operations.

 FORMCHECKBOX 
  Determine supervisors and make staff assignments for each functional clinical area. Ensure all staff have position checklists.

 FORMCHECKBOX 
  Work with logistics staff to ensure that all physical and set up and supplies are available for each clinical area.

 FORMCHECKBOX 
  Establish and coordinate patient clinical briefing with clinical briefing area staff.

 FORMCHECKBOX 
  Meet with medical screeners and review mass prophylaxis process flow charts ensuring that staff have and are clear on treatment protocols.

 FORMCHECKBOX 
  Meet with pharmacists and review mass prophylaxis process flow charts ensuring that staff are clear on treatment protocols.

 FORMCHECKBOX 
  Brief all station staff on procedures for additional supplies, security problems, treatment issues or other problems.

 FORMCHECKBOX 
  Monitor patient flow through dispensing and counseling areas and problem solve with Site Commander, Logistics Chief, and Operations Chief.

Deactivation Phase:

 FORMCHECKBOX 
  Coordinate and supervise the breakdown and packaging of all equipment/supplies.

 FORMCHECKBOX 
  Ensure the collection of all paperwork and turn in to Operations Chief.

 FORMCHECKBOX 
  Provide input for the after action report.

Position Checklist - H

Position Title:  PHARMACIST


Direct Supervisor:  Your Area Leader

Mission: Oversee the pharmaceutical supplies, including vaccine and emergency medicines cache, at the site and to ensure the safe and timely reconstitution, distribution and storage of the smallpox vaccine.

Initial Actions:

· Review your Position Checklist and check off tasks as they are completed.

· Put on ID badge.

· Introduce self to all staff in assigned area.

· Attend overall staff briefing.

· Receive assignment-specific briefing from your supervisor.

· Familiarize self with location of all areas of clinic. 
· Familiarize self with equipment, supplies, paperwork used in your area.
· Assist with set-up of the Pharmacy Area.
· Check all pharmaceutical supplies for dispensing.

· Set-up pharmaceutical supplies for dispensing.

(List certain set-up procedures depending on type of vaccination)

· Set-up pharmacy dispensing site workstations.

· Assess current supplies and request any needed from supply area.

· Assess current on-site supply of vaccine.

· Project needs for additional vaccine at site based on clinic census and hours of operation.  Notify Pharmacy Area Leader.
Primary Responsibilities:

· Ensure availability of drug interaction forms.

· Distribute drug interaction forms with prescriptions as appropriate.

· Ensure that drugs are packaged in the correct strength and with proper instructions.

· Ensure security and proper storage for vaccine and pharmaceuticals. (i.e. refrigeration)

Deactivation Phase:

· Breakdown and re-pack all of the equipment and supplies. 

· Ensure the completion of all paperwork associated with this area.

· Identify Issues for After Action Report.

Position Checklist - I

Position Title:                Situational Briefing Personnel
Upon Activation:

 FORMCHECKBOX 
  Receive briefing from Site Commander or Operations Chief. Ensure knowledge of full mission request and plan of operations.

 FORMCHECKBOX 
  Review Mass Medication Distribution Planning Guide

On-Site Operations:

 FORMCHECKBOX 
  Receive on-site briefing from Site Commander or Operations Chief.

Responsibilities:

 FORMCHECKBOX 
  Work with logistics staff regarding set-up of clinical briefing area.

 FORMCHECKBOX 
  Confer with Operations Chief and review mass prophylaxis process flow chart to clarify patient flow.

 FORMCHECKBOX 
  Confer with Operations Chief and establish clear, concise, and consistent briefing for patients.

 FORMCHECKBOX 
  Procure and have enough copies on hand to provide disease and drug information sheets to each patient.

Deactivation Phase:

 FORMCHECKBOX 
  Assist with the breakdown and packaging of all equipment/supplies.

 FORMCHECKBOX 
  Ensure the collection of all paperwork and turn in to Operations Chief.

 FORMCHECKBOX 
  Provide input for the after action report.

Position Checklist - J

Position Title:  NURSE 

Direct Supervisor:  Your Area Leader  
Mission: Under the medical direction of the health officer (via protocols) and on-site physician, responsible for evaluation and treatment of patients, staff, and volunteers presenting to the clinic
Initial Actions:

· Review your Position Checklist and check off tasks as they are completed.

· Put on ID badge.

· Introduce self to all staff in assigned area.

· Attend overall staff briefing.

· Receive assignment-specific briefing from your supervisor.

· Assist with the set-up of First-Aid area. 
· Familiarize self with paperwork used in your area.
· Be familiar with available supplies and equipment.
· Inform area leader if additional supplies are needed.
· Familiarize self with location of all areas of clinic. 
Primary Responsibility:

· Log arriving patients on the Patient Log.

· Evaluate patients presenting clinic.

· Maintain Infection Control Standards.

· Document all findings including interventions on medical form provided.
· Separate Urgent Care treatment Record and distribute as follows:
· White copy—Patient record 
· Yellow/Pink—First-Aid Area
· Utilize runners to direct patients to other areas of the clinic as needed.
· Give directions to patients, staff, and visitors as needed.

· Monitor personnel and those waiting in line for fatigue or stress.  Notify Area Leader as needed.

Deactivation Phase:

· Assist with the teardown and re-packing of the area.

· Ensure the collection of all paperwork associated with this area.

· Identify Issues for After Action Report.

· Participate in de-briefing.



Nurse may be assigned to any of the following areas: First Aid, Symptoms/Isolation, Risk Assessment/Screening, Dispensing/Vaccine/Prophylaxis.

Position Checklist - K

Position Title: CLINIC PHYSICIAN

    
 

Direct Supervisor:  Your Area Leader  
Mission: Responsible for overall evaluation and treatment of patients, staff, and volunteers.

Initial Actions:

· Review your Position Checklist and check off tasks as they are completed.

· Put on ID badge.

· Introduce self to all staff in assigned area.

· Attend overall staff briefing.

· Receive assignment-specific briefing from your supervisor.

· Assist with the set-up of First-Aid area. 
· Familiarize self with paperwork used in your area.
· Be familiar with available supplies and equipment; request additional supplies from the Supply Area.
· Familiarize self with location of all areas of clinic. 
Primary Responsibility:

· Log arriving patients on the Patient Log.

· Evaluate patients presenting to clinic.

· Maintain Infection Control Standards.

· Offer expertise for complex patients to support first aid and treatment, communicable disease isolation, and screening functions.

· Document all findings including interventions on medical form provided.
· Separate Urgent Care treatment Record and distribute as follows:
· White copy—Patient record 
· Yellow/Pink—First-Aid Area
· Utilize runners to direct patients to other areas of the clinic as needed.
· Give directions to patients, staff, and visitors as needed.

· Monitor personnel and those waiting in line for fatigue or stress.  Notify Area Leader as needed.

Deactivation Phase:

· Assist with the teardown and re-packing of the First-Aid Area.

· Ensure the collection of all paperwork associated with this area.

· Identify Issues for After Action Report.

· Participate in de-briefing.

Clinic Physician may be assigned to the following areas: First Aid, Symptoms/Isolation. 
Position Checklist - L

Position Title:  AREA LEADER


 
Direct Supervisor:   Your Assigned Section Chief  
Mission: Overall supervision of your area, including patient intake, assessment, flow, data collection and supplies as needed. Leader should have organizational skills and understanding of purpose and function of area assigned.
Initial Actions:

· Review this Position Checklist and check off tasks as they are completed.

· Put on ID badge.

· Introduce self to all staff in assigned area.

· Introduce all staff assigned to your area to one another.

· Attend overall staff briefing arranged by Public Health Center Manager.

· Receive assignment-specific briefing from your supervisor.

· Familiarize self with location of all areas of clinic. 

Primary Responsibility:

· Ensure that your site is physically set-up and ready for operations.

· Ensure that all necessary flowcharts and forms are available. 
· Be familiar with job action sheets for all persons assigned to your section.

· Consult Clinic Section Chief as needed for patient evaluation questions or concerns.

· Monitor other personnel for fatigue or stress.  Notify Area Leader as needed.
· Respond with appropriate decision-making to problems brought to your attention by your assigned personnel.
Deactivation Phase:

· Assist with the teardown and re-packing of the area.

· Ensure the collection of all paperwork associated with this area is turned into administration.

· Identify Issues for After Action Report.

· Participate in de-briefing. 

Area Leader may be assigned to any of the following areas: Reception/Triage, Symptoms/Isolation, Risk Assessment/Screening, Dispensing/Vaccine Prophylaxis, Education, Check Out, Supply, Communications.

Some areas may require Area Leader to be a licensed healthcare provider.  

Position Checklist - M

Position Title:  DATA ENTRY PERSONNEL    

Direct Supervisor: Your Area Leader  
Mission: To enter critical information into the database in a timely and thorough manner. 

Initial Actions:

· Review your Position Checklist and check off tasks as they are completed.

· Put on ID badge.

· Introduce self to all staff in assigned area.

· Attend overall staff briefing.

· Receive assignment-specific briefing from your supervisor.

· Assist with the set-up of the Data Entry Area and any other areas as requested by your supervisor.

· Familiarize self with location of all areas of clinic. Familiarize self with location of incoming records, storage, of completed records and additional supplies.

· Familiarize self with patient evaluation forms.
Primary Responsibilities:

· Familiarize self with on site data computer system.  (Notify Area Leader if a refresher is needed)
· Ensure that sufficient supplies and equipment are available for use.
· Collect entered data collection forms in one central location.

· Receive paperwork from Checkout station.

· Enter data into appropriate database as it arrives.

· Generate reports for the Administration Section Chief.

· Monitor other personnel for fatigue or stress.  Notify Area Leader as needed.

Deactivation Phase:

· Assist with the teardown and re-packing of the Data Entry Area.

· Identify Issues for After Action Report.

· Participate in de-briefing. 
Data Entry Personnel may be assigned to any of the following areas: Dispensing/Vaccine/Prophylaxis, Check Out, Supply, Communications.

Position Checklist - N

Position Title:  EDUCATOR


 
Direct Supervisor:  Your Area Leader 

Mission: To facilitate the education of patients regarding the recommended preventive intervention(s)
Initial Actions:

· Review your Position Checklist and check off tasks as they are completed.

· Put on ID badge.

· Introduce self to all staff in assigned area.

· Attend overall staff briefing.

· Receive assignment-specific briefing from your supervisor.

· Assist with the set-up of the Education Area and any other areas as requested by your supervisor.

· Familiarize self with location of all areas of clinic
· Familiarize self with all equipment used in your assigned area including AV equipment and educational materials (e.g., VCR tapes).
· Familiarize self with locations of the different language rooms. 
Primary Responsibilities:

· Greet all patients entering your area.
· Instruct patients to begin reading and filling out their paperwork.

· Ensure that all persons in the room speak the language appropriate to the video.

· Direct people to appropriate rooms or translators as needed.

· Start education video and end with a brief question and answer period.

· (Wrist band) all patients as they exit education rooms

· Monitor other personnel for fatigue or stress.  Notify Area Leader as needed.
Deactivation Phase:

· Assist with the teardown and re-packing of the Education Area.

· Identify Issues for After Action Report.

· Participate in de-briefing. 
Educator will be assigned to the Education Area.
Position Checklist - O

Position Title:  LINE MONITOR 
Direct Supervisor:  Your Area Leader  
Mission: To assist patients in accessing the services of the Public Health Center by ensuring patient flow in a courteous and friendly environment.

Initial Actions:

· Review your Position Checklist and check off tasks as they are completed.

· Put on ID badge.

· Introduce self to all staff in assigned area.

· Attend overall staff briefing.

· Receive assignment-specific briefing from your supervisor.

· Familiarize self with location of all areas of clinic. 
· Assist with the set-up of the Check-in Area. 
· Familiarize self with paperwork used in your area.
Primary Responsibilities:

· Greet all persons entering your area. (Entrance to area)
· Direct patient into appropriate line. (Entrance to area)
· Offer assistance, guidance to patients in line and provide general support and reassurance to patients as needed.
· Be familiar with the Patient Medical History and Consent forms.
· For non-English speaking patients connect them with the appropriate translator.
· Review patient forms and direct them to appropriate areas.
· Direct patients who have not completed their forms to appropriate area to complete forms.

· Ensure that all patients exiting the area where you are assigned have completed the necessary steps for that area (i.e., checked to see if their hand is stamped, if they have received a wristband, etc; patients who do not have their hands stamped should return to the area.  

· Answer any outstanding questions related to patient forms.

· Direct patients, visitors and staff as needed.
· Monitor personnel and those waiting in line for fatigue or stress.  Notify Area Leader as needed.
Deactivation Phase:

· Assist with the teardown and re-packing of the Check-in Area.

· Identify Issues for After Action Report.

· Participate in de-briefing.


Line Monitors may be assigned to any of the following areas: Reception/Triage, Symptoms/Isolation, Risk Assessment/Screening, Education.

Position Checklist - P

Position Title:  MENTAL HEALTH COUNSELOR
Direct Supervisor:  Your Area Leader  
Mission: To assist patients who may require counseling and support; to assist staff as needed due to stress or fatigue.

Initial Actions:

· Review your Position Checklist and check off tasks as they are completed.

· Put on ID badge.

· Introduce self to all staff in assigned area.

· Attend overall staff briefing.

· Receive assignment-specific briefing from your supervisor.

· Familiarize self with location of all areas of clinic. 
· Assist with the set-up of the Check-in Area. 
· Familiarize self with paperwork used in your area.
Primary Responsibilities:

· Assist patients with questions, concerns and fears. 

· Ensure all patients transmitting into your area have had their needs met and are as comfortable as possible.

· Identify any patients needing mental health and follow-up.

· Direct patients to other areas as needed.

· Monitor personnel and those waiting in line for fatigue or stress. Notify Area Leader as needed.

Deactivation Phase:

· Assist with the teardown and re-packing of the Check-in Area.

· Identify Issues for After Action Report.

· Participate in de-briefing.


Mental Health Counselor may be assigned to Symptoms/Isolation or First Aid. 

Position Checklist - Q

Position Title:  PIO   


 
 
Direct Supervisor:  Public Health Center Manager

Mission: Responsible for the coordinated sharing of information in order to inform members of the public of the Public Health Center activities.
Initial Actions:
· Review your Position Checklist and check off tasks as they are completed.

· Put on ID badge.

· Receive briefing from Incident Commander. Ensure knowledge of full mission request and plan of operations.

· Review Mass Prophylaxis Planning Guide.

· Attend overall staff briefing(s) as scheduled by the Administration Chief.

· Familiarize self with location of all areas of clinic.  

Primary Responsibilities:

· Receive on-site briefing from Public Health Center Manager.

· Determine overall media policy (with Public Health Center Manager). For example:

· No comment; refer media to a different contact

· Explanatory statement; no media admittance

· Media visits permitted

· Media permitted to attend briefing station

· Develop media statement(s) as appropriate. Review with Incident Commander.

· Brief all personnel on media policy.

· Brief security personnel and greeters on media handling procedures.

· Coordinate media activities:

· Make media contacts as necessary.

· Provide media statements, answer questions.

· Arrange guided tours for media as necessary.

· Escort VIP’s and ensure they receive help with their needs (i.e. water, badges, etc.)

· Ensure updates are made to Lead PIO (emergency operations  center/joint information center).

· Answer appropriate media calls 

· Ensure that reporters have received FAQ/Fact sheets that have been prepared for them.

· Ensure that all equipment for news conferences is available (i.e. microphones, podiums, etc.)

· Participate in meetings and briefings to ensure that media considerations are a part of the plan at all times.

· Document all media contacts.

Deactivation Phase:

· Submit media contact documentation to the Public Health Center Manager.

· Identify issues for After Action Report.
· Participate in de-briefing. 

Position Checklist - R

Position Title:
RUNNER


Direct Supervisor:  Your Area Leader  
Mission: To assist patients, staff and visitors in maintaining the logistical support structure of the clinic 
Initial Actions:

· Review your Position Checklist and check off tasks as they are completed.

· Put on ID badge.

· Introduce self to all staff in assigned area.

· Attend overall staff briefing.

· Receive assignment-specific briefing from your supervisor

· Familiarize self with location of all areas of clinic. 

· Assist with set-up of Check-in area.

Primary Responsibility:

· Familiarize self with paper work, equipment, and supplies in your area.
· Maintain sufficient supplies and paper work.
· Distribute message form, requests, and verbal massages to managers as directed.
· Run errands as directed by area staff. (Check with area leader first)

· Monitor personnel for fatigue or stress.  Notify Area Leader as needed.
· Staff Member should be able to lift at least 30 pounds and travel on foot to each area as requested.
· Escort patients as requested by Area Leader.
Deactivation Phase:

· Assist with teardown and re-packing requests.

· Participate in de-briefing.

· Identify issues for After Action Report.

Runner may be assigned to any of the following areas: Reception/Triage, First Aid, Symptoms/Isolation, Risk Assessment/Screening, Dispensing/Vaccine/Prophylaxis, Education, Check Out

Position Checklist - S

Position Title:  SCREENER



Direct Supervisor:  Your Area Leader  
Mission:  Under the direction of approved protocols, evaluate individuals to determine their risk of exposure to a public health threat and their eligibility to receive specific preventive interventions.  
Initial Actions:

· Review your Position Checklist and check off tasks as they are completed.

· Put on ID badge.

· Attend overall staff briefing.

· Receive assignment-specific briefing from your supervisor.

· Familiarize self with location of all areas of clinic. 

Primary Responsibility:

· Ensure that interview site is physically set-up and ready for operations.

· Ensure that all necessary flowcharts and forms are available 

· Identify patients with language barriers and connect them with appropriate translators to complete the screening process.

· Ensure that all patients receive appropriate preventive interventions as per treatment protocol.

· Ensure that all patients are referred to medical consultation or follow-up as per protocol.

· Monitor other personnel for fatigue or stress.  Notify Area Leader as needed.
Deactivation Phase:

· Assist with the teardown and re-packing of the Interview Area.

· Ensure the collection of all paperwork associated with this area is turned into administration.

· Identify Issues for After Action Report.

· Participate in de-briefing. 

Screener will be assigned to the Risk Assessment/Screening Area.  

Position Checklist - T

Position Title:  DELIVERY DRIVER



Direct Supervisor: Public Health Center Pharmacist

Mission: To transport pharmaceuticals or supplies to areas as directed by the pharmacist.
Initial Action:

· Review your Position Checklist and check off tasks as they are completed.

· Put on ID badge.

· Introduce self to all staff in assigned area.

· Attend overall staff briefing.

· Receive assignment-specific briefing from your supervisor

· Familiarize self with location of all areas of clinic. Assist with set-up of Check-in area.

Primary Responsibility:

· Familiarize your self with computer system and data base
· Distribute supplies to area departments as requested by the pharmacist.
· Monitor supply levels and report the levels to the Area Leader.

· Obtain signatures verify pick up and delivery.
Deactivation Phase:

· Assist with teardown and re-packing requests.

· Participate in de-briefing.

· Identify issues for After Action Report.

Position Checklist- U

Position Title:  TRANSLATOR


Direct Supervisor:  Your Area Leader  
Mission: To provide translation and assist with form completion in a courteous and friendly manner. 

Initial Action:

· Put on ID badge.
· Introduce self to all staff in assigned area.
· Review your position checklist.

·    Attend overall staff briefing, and receive assignment-specific briefing from the your supervisor.

· Familiarize self with location of all areas of clinic. 
Primary Responsibility:

· Work with greeters and check-in administrators to identify patients with language barriers requiring translators.

· Assist with intake form completion and provide translation as necessary at each clinical site.
· Ensure Language Identification tag is displayed properly by patient.
Deactivation Phase:

· Assist with teardown of stations and repacking of all equipment/supplies.

· Identify issues for the After Action Report.

· Participate in de-briefing.

Translator may be assigned to Reception/Triage or may be asked to report to any area within the clinic as needed.   

Position Checklist - V

Position Title:  TRIAGE/GREETER

 
Direct Supervisor:  Your Area Leader  
Mission: To triage new arrivals and determine if they require immediate communicable disease isolation or medical assistance. Ensure those who proceed into the Public Health Center have the proper forms to be completed as they go through the process.
Initial Action:

· Review your Position Checklist and check off tasks as they are completed.

· Put on ID badge.

· Attend overall staff briefing.

· Receive assignment-specific briefing from your supervisor.

· Familiarize self with location of all areas of clinic. 
Primary Responsibility:

· To evaluate people and sort them into proper areas for treatment

· Greet patients as they arrive and answer questions about the procedures at the facility.

· Identify patients with language barriers and notify translators.

· Provide paperwork packets, with adjustments as needed to accommodate language needs. 

· Monitor other personnel and patients for fatigue or stress.  Notify Area Leader as needed.
Deactivation Phase:

· Assist with the teardown and re-packing of the assigned area.

· Ensure the collection of all paperwork associated with this area is turned into administration.

· Identify Issues for After Action Report.

· Participate in de-briefing. 

Triage/Greeters will be assigned to the Reception/Triage Area.

