	Greeter

	Supervisor: Clerical Unit Leader

	Mission:
	To greet clients as they arrive/assemble, maintain order and calm in the queue, and direct clients in need of immediate medical attention to Triage/First Aid Station.

	Activation (Phase I & II)

	· Report to Clerical Unit Supervisor and obtain identification

· Attend staff briefing

· Receive assignments from Clerical Unit Supervisor

· Set up Greeting area

· Identify additional supply needs and communicate to Clerical Unit Leader

· Review educational materials on health threat and medications to be dispensed or administered
· Familiarize self with EDS layout and personnel

	Operation (Phase III)

	· Greet clients as they arrive/assemble, and answer their initial questions
· Let clients know that all of their technical questions will be answered in the briefings and/or clinical screening process.
· Provide or direct assistance to persons with special needs (i.e., disability or language).

· Identify disruptive persons and notify security

· Direct clients to the appropriate first station in clinic flow

	Deactivation (Phase IV)

	· Clean up Greeting area

· Pack and return unused supplies to Logistics Officer

· Assist in the clean-up of the EDS

· Complete all required documentation

· Submit all required documentation to Clerical Unit Leader

· Participate in recovery activities as directed by the Clerical Unit Leader


(Rev. 9/5/2009

	Orientation / Start

	Supervisor: Clerical Unit Leader

	Mission: 
	To inform incoming clients about the EDS process, provide necessary paperwork, and assist clientele in completing paperwork.

	Activation (Phase I & II)

	· Report to Clerical Unit Leader and obtain identification

· Attend staff briefing

· Receive assignment from Clerical Unit Leader

· Set up orientation area

· Review educational materials on medications to be dispensed or administered
· Review key messages about the nature of the health threat
· Identify additional supply needs and communicate to Clerical Unit Leader

· Familiarize self with EDS layout and personnel

	Operation (Phase III)

	· Distribute EDS forms (i.e., record, consent, etc.)

· Instruct clients on how to complete forms

· Briefly review forms for legibility, accuracy, and completeness

· Notify Triage staff if clients appear unhealthy or distressed

· Notify Clinic Flow staff if clients appear to have special needs that have not been addressed

· Coordinate with Registration, Screening, and Dispensing areas to reduce congestion

· Direct clients to next station or area

	Deactivation (Phase IV)

	· Clean up Orientation area

· Repackage and return unused supplies to Logistics Officer

· Complete all required documentation

· Submit all documentation to Clerical Unit Leader

· Participate in recovery activities as directed by the Clerical Unit Leader
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	Registration

	Supervisor: Clerical Unit Leader

	Mission: 
	To assure collection of clear, complete, and accurate client information.

	Activation (Phase I & II)

	· Report to Clerical Unit Leader and obtain identification

· Attend staff briefing

· Receive assignment from Clerical Unit Leader

· Set up Registration area

· Establish and maintain registration log and registration procedures

· Identify additional supply needs and communicate to Clerical Unit Leader

· Familiarize self with EDS layout and personnel

	Operation (Phase III)

	· Review client paperwork for legibility and completeness

· Assist clients to correct errors or omissions in paperwork

· Notify Clinic Flow staff if clients appear to have special needs that have not been addressed

· Direct clients to the appropriate next station or area

	Deactivation (Phase IV)

	· Clean up Registration area

· Repackage and return unused supplies to Logistics Officer

· Complete all required documentation

· Submit all documentation to Clerical Unit Leader

· Participate in recovery activities as directed by the Clerical Unit Leader
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	Screener

	Supervisor: Clinical Unit Supervisor

	Mission: 
	To assess clients for contraindications to the medication or vaccine, determine risk of disease or infection, identify clients with complex medical conditions, and review risks and benefits of treatment with clients.

	Activation (Phase I & II)

	· Report to Clinical Unit Supervisor and obtain identification

· Attend staff briefing

· Receive assignment from Clinical Unit Supervisor

· Set up screening area

· Review screening forms
· Identify additional supply needs and communicate to Clinical Unit Supervisor

· Familiarize self with clinic layout and personnel

· Review educational materials on health threat and medications to be dispensed or administered


	Operation (Phase III)

	· Review client record

(1) Verify the risk category

(2) Verify that the form is legible, accurate, and complete

· Review key messages with client

· Provide fact sheets for contraindications and explain the risks and benefits

· Answer client’s questions

· Ensure that the client has signed necessary consent form

· Sign and date the medication order

· Refer clients with complex medical conditions or questions to Senior Screener

· Direct clients to appropriate area depending on whether they will be receiving medication or vaccine.

	Deactivation (Phase IV)

	· Clean up workstation

· Pack and return unused supplies to Logistics Officer

· Assist in the Clean-up of the EDS

· Complete all required documentation

· Submit all required documentation to Clinical Unit Supervisor

· Participate in recovery activities as designated by the Clinical Unit Supervisor
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	Dispensing Provider

	Supervisor: Clinical Unit Supervisor

	Mission:
	To dispense or administer appropriate medication/vaccine according to existing protocols in the medical standing order(s).

	 Qualifications:
	Must be a licensed health care provider (e.g., RN, NP, PA, DVM, DDS, Pharm. D., or MD).

	Activation (Phase I & II)

	· Report to Clinical Unit Supervisor and obtain identification

· Attend staff briefing

· Receive assignments from Clinical Unit Supervisor
· Review educational materials on medications to be dispensed or administered
· Review the medical standing order
· Set up dispensing station
· Identify additional supply needs and communicate to Clinical Unit Supervisor
· Review clinic layout and flow

	Operation (Phase III)

	· Ensure that clients understand why they are receiving the medication/vaccine
· Confirm that the client is not contraindicated for the medication/vaccine 
· Ensure that the client understands how to use the medication
· Confirm client’s informed consent

· Properly dispense or administer medication or vaccine

· Log the lot and dose administered to each client on the appropriate form

· Sign and date client’s form

· Practice universal precautions

· Maintain medication logs

	Deactivation (Phase IV)

	· Clean up service area

· Dispose of waste properly and in coordination with Logistics Officer

· Pack unused supplies and return to Logistics Officer

· Complete all required documentation

· Submit all required documentation to Clinical Unit Supervisor
· Participate in recovery activities as directed by the Clinical Unit Supervisor
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	Discharge

	Supervisor: Clerical Unit Leader

	Mission:
	To assure that forms are accurate, complete, and legible.

	Activation (Phase I & II)

	· Report to Clerical Unit Leader and obtain identification

· Attend staff briefing

· Receive assignment from Clerical Unit Leader
· Set up Discharge area

· Identify additional supply needs and communicate to Clerical Unit Leader

· Review educational materials on health threat and medications to be dispensed or administered 
· Familiarize self with EDS layout and personnel

	Operation (Phase III)

	· Ensure that all forms are accurate, complete, and legible

· Instruct clients to keep the informational materials and forms they have received

· Address any remaining questions from clients

	Deactivation (Phase IV)

	· Clean up Discharge area

· Pack and return unused supplies to Logistics Officer

· Complete all required documentation

· Submit all required documentation to Clerical Unit Leader

· Assist in clean-up of the EDS

· Participate in recovery activities as directed by the Clerical Unit Leader


