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	Emergency Dispensing Site Director

	Supervisor: Operations Section Chief

	Mission: 
	The EDS Director is responsible for overall management of EDS operations with support from the Operations, Logistics, and Planning Sections of the Command and General Staff.  The EDS Director has executive responsibility for directing all aspects of deployment, operation and maintenance, and deactivation of the EDS.



	Activation (Phase I & II)

	· Meet with Operations Section Chief. Receive the following information:

· Site location

· Response objectives for the EDS

· EDS design

· EDS organization chart

· Job action sheets

· Guidelines regarding the frequency of updates to Operations Section Chief

· The media policy

· Report to EDS location and identify immediate resource needs

· Appoint and orient EDS staff

· Set time that stations will be ready for pre-opening review

· Review all EDS stations prior to opening and make necessary changes for smooth operation



	Operation (Phase III)

	· Oversee training and orientation of staff members with delegated roles

· Identify leaders in each area to provide focus and coaching

· Assess staff and supplies at the start and end of each shift

· Communicate additional staff and supply needs to the Operations Section Chief

· Monitor performance and make necessary changes to ensure smooth operation of the EDS

· Submit shift reports to Operations Section Chief 

· Refer all media inquiries to the Public Information Officer

	Deactivation (Phase IV)

	· Oversee the closing and clean-up of the site

· Oversee the appropriate return of supplies

· Ensure the completion and collection of all required documentation

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

	Supervisor: EDS Director

	Mission: 
	To ensure that clerical support staff are familiar with necessary forms, ensure the steady flow of client information throughout the EDS, and oversee the security of all client information. 

	Activation (Phase I & II)

	· Report to the EDS Director
· Identify immediate resource needs
· Assign staff to workstations
· Orient staff to assigned roles
· Oversee set-up of clerical unit workstations
· Identify additional staffing and supply needs and communicate to Logistics Officer
· Appoint leaders in each area

· Ensure coordination with Clinical Unit areas

	Operation (Phase III)

	· Oversee training and orientation of replacement clerical unit staff
· Assess staff and supplies at the end of each shift and identify additional needs
· Communicate additional staff and supply needs to Logistics Officer
· Monitor the flow of client information
· Assess Clerical Unit performance and make necessary changes

· Provide service reports to EDS Director as requested

	Deactivation (Phase IV)

	· Close out logs when authorized by the EDS Director

· Oversee closing of Clerical Unit stations

· Oversee clean-up of Clerical Unit stations

· Return supplies to Logistics Officer

· Complete all required documentation 

· Submit all required documentation to the EDS Director

· Participate in recovery activities as directed by the EDS Director


(Rev. 5/7/2019)

	Clinical Unit Supervisor

	Supervisor: EDS Director

	Mission: 
	To ensure that clinical staff are familiar with their responsibilities and that clients are treated professionally throughout the EDS.



	Activation (Phase I & II)

	· Report to EDS Director 

· Identify immediate resource needs

· Appoint and orient staff to clinical roles

· Oversee the set up clinical unit workstations

· Identify additional staffing and supply needs and communicate to Logistics Officer

· Appoint leaders in each area

· Ensure coordination with clerical unit workstations

	Operation (Phase III)

	· Oversee training and orientation of staff

· Ensure that required supplies are available to clinical unit staff

· Assess staff and supplies at the end of each shift

· Communicate additional staff and supply needs to the Logistics Officer

· Monitor client flow through the EDS

· Assess Clinical Unit performance and make changes as necessary



	Deactivation (Phase IV)

	· Close out logs when authorized by the EDS Director

· Oversee closing and clean-up of Clinical Unit stations

· Return supplies to Logistics Officer

· Ensure safe disposal of medical and biohazard waste in coordination with Logistics Officer

· Complete all required documentation 

· Submit all required documentation to the EDS Director

· Participate in recovery activities as directed by the EDS Director
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	Finance & Administration Officer

	Supervisor: EDS Director

	Mission: 
	To monitor and document EDS resource expenditures including staffing, supplies, equipment, and pharmaceuticals.



	Activation (Phase I & II)

	· Report to EDS Director

· Identify immediate resource needs

· Establish and maintain a position log to record actions during your shift

· Determine your resource needs, such as computer, phone, EDS plan, and other reference documents

· Assign and orient Finance and Administration staff to duties 

· Identify additional staffing and supply needs and communicate to Logistics Officer



	Operation (Phase III)

	· Oversee orientation of financial and administrative staff

· Assess staff and supplies at the start and end of each shift 

· Communicate additional supply needs to Logistics Officer

· Track and document EDS staff/volunteer time

· Track and document EDS supplies, equipment, and pharmaceuticals

· Assess performance and make necessary changes

	Deactivation (Phase IV)

	· Complete all required documentation

· Submit all required documentation to EDS Director

· Close and clean-up workstation

· Return unused supplies to Logistics Officer

· Participate in recovery activities as directed by the EDS Director
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	Logistics Officer

	Supervisor: EDS Director

	Mission: 
	To ensure that the facility and support needs are met, including: staffing, supply and re-supply of EDS areas with equipment and other relevant materials, physical plant support, communications, IT support, and food and water for staff/volunteers.



	Activation (Phase I & II)

	· Report to EDS Director  

· Identify immediate resource needs such as computer, phone, EDS plan, and other reference documents

· Set up Logistics work area

· Assign and orient Logistics staff

· Establish simple protocols for requesting and acquiring supplies and staffing

· Establish and maintain system for tracking supply requests and expenditures

· Establish and maintain system for receiving and distributing EDS supplies

· Ensure that appropriate personnel, equipment, and supplies are available, including maps, status boards, vendor references, and other resource directories

· Establish and maintain effective communication system within the EDS and to Incident Command 

· Determine resource needs for the EDS including computers, phones, EDS plans, and other reference documents

· Work with EDS Director to determine hours of operation and staff needs

· Develop plan for on-going staffing as needed

· Oversee initial receipt and distribution of supplies within the EDS

	Operation (Phase III)

	· Participate in regular situation briefing meetings with the EDS Director

· Assess staff and supplies at the start and end of each shift 

· Monitor staff and supply needs

· Assess performance and make changes as necessary
· Ensure coordination with Finance and Administration Officer
· Ensure that transportation requirements are met
· Ensure that requests for facilities and facility support are addressed

	Deactivation (Phase IV)

	· Repackage unused supplies

· Oversee the return of supplies to appropriate authority or organization

· Ensure safe disposal of medical and biohazard waste

· Close and clean-up workstation

· Complete all required documentation

· Submit all required documentation to EDS Director

· Participate in recovery activities as directed by the EDS Director
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	Safety Officer

	Supervisor: EDS Director

	Mission: 
	To monitor the EDS for hazardous and unsafe situations and develop measures for assuring personnel and client safety. 

	Activation (Phase I & II)

	· Report to EDS Director

· Identify immediate resource needs

· Attend staff briefing

· Review clinic layout and process



	Operation (Phase III)

	· Ensure that EDS staff receive appropriate care in the event of an occupational exposure to potentially hazardous material
· Advise EDS staff in matters affecting personnel and client safety
· Monitor universal precautions and implement appropriate activities or measures to ensure staff and client safety
· Exercise emergency authority to prevent or stop unsafe acts
· Coordinate investigation of accidents that occur within the EDS

	Deactivation (Phase IV)

	· Complete all required documentation

· Submit all required documentation to EDS Director

· Participate in recovery activities as directed by the EDS Director
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	Security Officer

	Supervisor: EDS Director

	Mission: 
	To ensure the security the EDS and coordinate security with police and other law enforcement personnel

	Activation (Phase I & II)

	· Report to EDS Director

· Identify immediate resource needs

· Ensure that all EDS staff are properly identified and wearing legitimate identification

· Attend staff briefing

· Review clinic layout and process

· Review parking and transportation plans

· Meet supply vehicle and provide security to site location

· Secure all entrances and exits to the EDS

	Operation (Phase III)

	· Provide security for the EDS

· Maintain order within and outside the facility
· Maintain communication with law enforcement

	Deactivation (Phase IV)

	· Ensure that facility is empty of clients

· Provide security for remaining medications and supplies until returned

· Complete all required documentation

· Submit all required documentation to EDS Director

· Participate in recovery activities as directed by the EDS Director
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	Dispensing Assistant

	Supervisor: Clinical Unit Supervisor

	Mission:
	To assist the dispensing provider in dispensing or administering medication according to existing protocols in medical standing order(s).  



	 Qualifications:
	Licensed health care provider (e.g., RN, NP, PA, DVM, DDS, 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)

	· Obtain additional medication or vaccine as needed

· Fill syringes with appropriate vaccine dose (if necessary)

· Maintain organization of medication or vaccine lots

· Practice universal precautions

	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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	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, 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 the client understands 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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	Health Educator

	Supervisor: Clinical Unit Supervisor

	Mission: 
	To communicate health education information clearly and understandably, and to reinforce key messages to clients.



	Activation (Phase I & II)

	· Report to Clinical Unit Supervisor and obtain identification

· Attend staff briefing

· Receive assignment from Clinical Unit Supervisor

· Familiarize self with EDS layout and personnel

· Set up education area

· Review educational materials on health threat and medications to be dispensed or administered
· Prepare brief lesson to educate clients about the health threat and the medication 

· Obtain copies of health education materials

	Operation (Phase III)

	· Convey key messages about the nature of the health threat

· Emphasize the importance of the medication or vaccine in the prevention or treatment of disease

· Deliver information about possible adverse affects of the medication or vaccine

· Explain what clients should do if they have an adverse reaction to the medication or vaccine

· Explain what clients should do if they become ill

	Deactivation (Phase IV)

	· Clean-up health education area

· Pack and return unused supplies and materials to Logistics Officer

· Complete all required documentation

· Submit all required documentation to Clinical Unit Supervisor

· Assist with the clean-up of the EDS 
· Participate in recovery activities as directed by the Clinical Unit Supervisor
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	First Aid

	Supervisor: Clinical Unit Supervisor

	Mission: 
	To provide appropriate first aid to clients or staff who require immediate medical attention.  

	Qualifications:
	Must be a licensed health care professional (e.g., RN, NP, PA, MD, or EMT).

	Activation (Phase I & II)

	· Report to Clinical Unit Supervisor and obtain identification

· Attend staff briefing

· Receive assignment from Clinical Unit Supervisor

· Set up first aid station

· Identify additional supply needs and communicate to Clinical Unit Supervisor

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

	Operation (Phase III)

	· Assess medical condition of patient or staff as necessary

· Administer first aid and emergency medical care to patients or staff

· Stabilize acute patients for transport

· Assist in transport of acute patients to hospital or other medical facility

	Deactivation (Phase IV)

	· Clean-up workstation

· Pack and return unused supplies to Logistics Officer

· Dispose of waste properly and in coordination with 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 directed by the Clinical Unit Supervisor
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	Mental Health Counselor

	Supervisor: Clinical Unit Supervisor

	Mission:
	To serve as a brief counseling resource, provide assessment and crisis intervention, and refer clients to existing community resources as appropriate.

	 Qualifications:
	Must be a mental health care professional (e.g., M.S.W., Ph.D., PsyD,  MD).

	Activation (Phase I & II)

	· Report to Clinical Unit Supervisor and obtain identification

· Attend staff briefing

· Receive assignment from Clinical Unit Supervisor

· Set up Mental Health station

· Identify additional supply needs and communicate to Clinical Unit Supervisor

· Familiarize self with EDS layout and personnel

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

	Operation (Phase III)

	· Collaborate with Clinical Unit Staff to create a safe and comfortable environment for clients

· Manage clients with acute mental health issues 

· Report activities and recommendations to the Clinical Unit Supervisor

· Work with security staff if clients become disruptive or unruly

· Refer clients to mental health services outside of the EDS when necessary

· Complete appropriate paperwork for each client

	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 directed by the Clinical Unit Supervisor
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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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	Senior Screener

	Supervisor: Clinical Unit Supervisor

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

· Review screening forms
· Review educational materials on health threat and medications to be dispensed or administered
· Identify additional supply needs and communicate to Clinical Unit Supervisor

· Familiarize self with clinic layout and personnel

	Operation (Phase III)

	· Interview clients with complex questions or contraindications

(1) Review medical record

(2) Make a recommendation concerning prophylaxis or treatment

(3) Clarify and confirm client’s decision regarding prophylaxis or treatment

· Provide fact sheets for contraindications and ensure client understands the risks and benefits

· Ensure that the client has signed necessary consent form

· Sign and date the medication order

· Direct clients to 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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	Triage

	Supervisor: Clinical Unit Supervisor

	Mission:
	To triage new arrivals to the first aid station and determine if they require immediate isolation, or medical or mental health assistance.

	 Qualifications:
	Must be a licensed health care professional (e.g., RN, NP, PA, MD,  EMT).

	Activation (Phase I & II)

	· Report to Clinical Unit Supervisor and obtain identification

· Attend staff briefing

· Receive assignment from Clinical Unit Supervisor

· Set up Triage area

· Identify additional supply needs and communicate to Clinical Unit Supervisor

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

	Operation (Phase III)

	· Identify sick persons and immediately direct them to the First Aid station accompanied by EDS staff

· Identify acutely distressed persons and direct them to Mental Health station accompanied by EDS staff

· Provide or direct assistance to persons with special needs (e.g., disability or language).

· Identify disruptive persons and notify security

· Direct appropriate clients to the appropriate first station in clinic flow

	Deactivation (Phase IV)

	· Clean-up Triage 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 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
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	Clinic Flow

	Supervisor: Clerical Unit Leader

	Mission: 
	To assure smooth and continuous patient movement through EDS stations, and provide support in areas that need additional or replacement personnel.



	Activation (Phase I & II)

	· Report to Clerical Unit Leader and obtain identification

· Attend staff briefing

· Receive assignments from Clerical Unit Leader

· Familiarize self with EDS layout and personnel
· Support EDS staff in setting up workstations and areas
· Review educational materials on health threat and medications to be dispensed or administered

	Operation (Phase III)

	· Monitor and facilitate the flow of clients throughout the clinic, addressing any interruptions

· Maintain client lines throughout the EDS

· Report activities and recommendations to Clerical Unit Leader

· Identify and refer clients to Security or Mental Health Area when necessary to respond to client flow disruption

· Facilitate assistance for clients with special needs (e.g., elderly, disabled or non-English speaking) to reduce flow disruption

· Ensure that family members remain together
· Accompany clients as directed by Triage

	Deactivation (Phase IV)

	· Assist in clean-up

· Assist in packing and returning unused supplies to Logistics Officer

· Complete all required documentation

· Submit all required documentation to Clerical Unit Leader

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

	Supervisor: Clerical Unit Leader

	Mission:
	To greet clients as they arrive/assemble, answer general questions, explain EDS process, 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
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	Data Entry

	Direct Supervisor: Clerical Unit Leader

	Mission: 
	To perform data entry, organize paper records for easy retrieval, and manage all records as protected health information.

	Activation (Phase I & II)

	· Report to Clerical Unit Leader and obtain identification

· Attend staff briefing

· Receive assignment from Clerical Unit Leader

· Set up Data Entry area

· Establish simple process for receiving forms, entering data, and filing

· 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)

	· Review forms for completeness

· Enter data promptly and accurately

· Conduct periodic analyses of database to confirm information integrity

· Generate reports at the request of Clerical Unit Leader



	Deactivation (Phase IV)

	· Clean-up Data Entry area

· Deliver hard copies and database of client records to Clerical Unit Leader

· Pack and return unused supplies to Logistics Officer

· Complete all required documentation

· Submit all required documentation to Clerical Unit Leader

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

	Supervisor: Clerical Unit Leader

	Mission: 
	To inform incoming clients about what to expect at the EDS.

	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 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 paper work 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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