[image: ][image: ]




Yates County MRC #1379
MRC Point of Dispensing Support Mission Set

Mission Set: A scalable response and recovery capability for MRC units and volunteers that is organized, developed, trained, and exercised prior to an emergency or disaster for local, state, and/or regional deployment purposes.

Introduction: Yates County is located in the Finger Lakes Region of the western area of New York State. It is bordered by Ontario County (north and west), Schuyler and Steuben Counties (south) and Seneca County (east). Some of three Finger Lakes are located in Yates County: Keuka Lake, Seneca Lake and Canandaigua Lake. There are 13 Localities (cities, towns and villages) in the county with the largest population center located in the Village of Penn Yan. As of the 2010 census, the population was 25,348, making it the third-least populous county in New York. 

Yates County Public Health’s MRC was created in October 2007. There are currently 65 active members. There have been many opportunities for the MRC to be deployed such as rabies clinics, Point of Dispensing sites, and Drive through COVID-19 testing sites. All of these events have been adapted to fit the safety requirements necessary for operations during COVID-19. With these changes comes essential training for MRC members to ensure their safety while volunteering. Professional videos instead of in person training reduce the risk of spreading COVID-19. 
	
	Mission Set Title: MRC roles for Point of Dispensing (PODs)

	Resource Description: PODs have two operational choices: drive through, or traditional- with the addition of social distancing. MRC members will assist with flow control to ensure patients/community members are remaining 6 feet apart from one another, wearing masks, and following other traffic flow control measures. MRC members will also help with the additional items that need to be set up such as tents for the drive-thru, or plastic barriers for POD workers to be separated from patients. MRC members who are qualified to be vaccinators will need to be able to understand donning and doffing procedures for the additional PPE required for a COVID-19 POD. 

	Resource Components:

	Personnel:
	Type 
· Greeters
· Vaccinators/Dispensing Staff
· CDMS workers
· Runners
· Traffic Flow
	Licenses or Certifications Required? Only for Vaccinators- RN, LPN, MD, PA, NP, Pharmacist 

	
	Volunteers may be deployed as a team or individually. 
	

	Training Requirements:
	List minimum personnel training requirements to support mission by personnel type.
1. NIMS 700
2. ICS 100
3. Preferably Psychological First Aid
4. Preferably introductory training about PODs 

	Equipment Required:  
	List minimum equipment required to complete the mission. 
1. POD supplies: see Appendix C

	Deployment Timeline:
	Provide anticipate timeline to deploy volunteers (ex:  N+48 hours)
-Yates/ Schuyler MRC, Within 24 hours
-Assisting MRCs, 48 hours

	Requirements for Rotation of Personnel:
	Provide shift rotation requirements.
-MRC volunteers will not work more than a 8 hour shift
-MRC volunteers will not work more than 2 consecutive shifts in a row


	Pre-Planning Considerations:
	Space Requirements:  
1. Established POD site
Support Requirements: 
1. Established POD site
2. Activation of MRC
3. Just in time training (JITT)


	Limiting Factors:
	List any limiting factors to complete the mission
- MRC volunteers serve in a support role only
-MRC volunteers are not obligated to respond to all emergencies 



Include your local resources to support the mission set:
· Specialized training: 
ICS 100: https://emilms.fema.gov/is_0100c/curriculum/1.html
NIMS 700: https://emilms.fema.gov/is_0700b/curriculum/1.html 

Additional Resources:
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Appendix A 
 


Dispensing Staff 
 


REPORT TO Dispensing/Logistics Lead 


SUPERVISE None 


JOB DESCRIPTION Dispense medical countermeasure to clients as instructed. 


IMMEDIATE ACTION 


 


� Check-In 
� Sign-in on appropriate sheet 
� Review Job Action Sheet. 
� Receive vaccination/prophylaxis, if appropriate. 
� Receive and put on identification (vest, id badge, etc.). 
� Sign necessary forms, if applicable (confidentiality forms, etc.). 
� Check in with your supervisor.  
� Attend briefing (Just in Time training). 


INTERMEDIATE ACTION 


�Wear appropriate Personal Protective Equipment (PPE) as directed.  
� Greet clients as they come to the dispensing area. 
� Follow the ‘Just in Time’ training sheet and dispense medical countermeasure as 
instructed. 
� Recognize clients with special needs and alert Supervisor for assistance if needed. 
� Direct clients to appropriate location per guidelines provided. 
� Refer client questions to your Supervisor. 
� Report disruptions and changes in client flow to Supervisor. 
� Ensure adequate rest breaks are provided for yourself, it may be a long day. 
� Monitor colleagues and clients for signs of fatigue and distress.  
� Exercise authority to stop and prevent any unsafe acts.  
� Perform other duties as assigned and approved by your supervisor.  


EXTENDED 


□ Maintain documentations of all actions/decisions on a continual basis. 
□ Observe all staff for status/signs of stress. Provide rest periods and relief for staff. 
□ Prepare end-of-shift report and present to Supervisor if applicable. 
□ Plan for the possibility of extended deployment. 


DEMOBILIZATION □ Complete evaluation form as applicable. 
□ Release resources and supplies; turn in role identification. 


DOCUMENTS TO REVIEW □  YCPH and NYSDOH plans as applicable 


 
 


 
 
 
 
 
 
 







 
 
 
 


 


Greeter 
 


REPORT TO Planning / Training Lead 


SUPERVISE None 


JOB DESCRIPTION Greet individuals entering the POD site and direct persons as instructed. 


IMMEDIATE ACTION 


 


� Check-In 
� Sign-in on appropriate sheet 
� Review Job Action Sheet. 
� Receive vaccination/prophylaxis, if appropriate. 
� Receive and put on identification (vest, id badge, etc.). 
� Sign necessary forms, if applicable (confidentiality forms, etc.). 
� Check in with your supervisor.  
� Attend briefing (Just in Time training). 


INTERMEDIATE ACTION 


�Wear appropriate Personal Protective Equipment (PPE) as directed.  
� Greet clients as they enter. 
� Distribute forms if indicated 
� Recognize clients with special needs and alert Supervisor for assistance if needed. 
� Direct clients to appropriate location. 
� Refer client questions to the Supervisor or POD Manager. 
� Report disruptions and changes in client flow to Supervisor. 
� Ensure adequate rest breaks are provided for yourself, it’s going to be a long day. 
� Monitor colleagues and clients for signs of fatigue and distress.  
� Exercise authority to stop and prevent any unsafe acts.  
� Perform other duties as assigned and approved by your supervisor.  


EXTENDED 


□ Maintain documentations of all actions/decisions on a continual basis. 
□ Observe all staff for status/signs of stress. Provide rest periods and relief for staff. 
□ Prepare end-of-shift report and present to Supervisor if applicable. 
□ Plan for the possibility of extended deployment. 


DEMOBILIZATION □ Complete evaluation form as applicable. 
□ Release resources and supplies; turn in role identification. 


DOCUMENTS TO REVIEW □  YCPH and NYSDOH plans as applicable 


 


 
 
 
 
 
 
 
 
 
 
 
 







 
 
 
 


 


Traffic Flow 
 


REPORT TO Planning / Training  Lead  


SUPERVISE None 


JOB DESCRIPTION Greet individuals entering the POD site and direct persons as instructed. 


IMMEDIATE ACTION 


 


� Check-In 
� Sign-in on appropriate sheet 
� Review Job Action Sheet. 
� Receive vaccination/prophylaxis, if appropriate. 
� Receive and put on identification (vest, id badge, etc.). 
� Sign necessary forms, if applicable (confidentiality forms, etc.). 
� Check in with your supervisor.  
� Attend briefing (Just in Time training). 


INTERMEDIATE ACTION 


� Wear appropriate Personal Protective Equipment (PPE) as directed.  
� Present a friendly and courteous image, these are our family, neighbors & friends.  
� Distribute forms if needed 
� Keep the line moving in a smooth and orderly fashion. 
� Direct clients to appropriate location 
� Avoid personal or unnecessary conversation 
� Refer client questions to the Supervisor or POD Manager 
� Coordinate with your Supervisor on any issues that come up. 
� Recognize clients with special needs and alert Supervisor for assistance if necessary.
� Ensure that you know where security resources are and how to access them should 


there be a need.  
� Ensure you remain visible to the public. 


� If you see serious bottlenecks in people traffic, notify your supervisor. 
� Ensure adequate rest breaks are provided for yourself, it may be a long day. 
� Monitor colleagues and clients for signs of fatigue and distress.  
� Exercise authority to stop and prevent any unsafe acts.  
� Perform other duties as assigned and approved by your supervisor. 


EXTENDED 


□ Maintain documentations of all actions/decisions on a continual basis. 
□ Observe all staff for status/signs of stress. Provide rest periods and relief for staff. 
□ Prepare end-of-shift report and present to Supervisor if applicable. 
□ Plan for the possibility of extended deployment. 


DEMOBILIZATION □ Complete evaluation form as applicable. 
□ Release resources and supplies; turn in role identification. 


DOCUMENTS TO REVIEW □  YCPH and NYSDOH plans as applicable 
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Appendix B 
Yates County Public Health 


Medical Countermeasure Clinical Operations Exercise 
 


Just in time orientation to MCM Clinical Operations Exercise 
(Emergency Planner will read the following) 


  
We will be covering points that will help you understand how this clinic will work and what your responsibilities 
are.  There will be a few minutes for questions AFTER this statement.  Everyone here should have signed in. 
.       
1. Purpose of this MCM POD Exercise:  POD means a Point of Distribution. 
This POD exercise has been set up to test YCPH Medical Countermeasure Clinical Operations Plan adopted 
this past year.  NYSDOH has set the following goals for this exercise:   


 set up, use, and staff one MCM ClinOps dispensing site  
 exercise functional components of the LHD MCM ClinOps Plan  
 use CDMS to pre-register recipients and document each MCM dispensed/administered  
 engage and integrate the community in preparedness planning and exercises  


We are testing YCPH response to a simulated ‘Anthrax Exposure’.  The acting volunteer recipients will be 
persons who attended a recent political rally and were exposed to Anthrax spores.  Simulated prophylactic or 
preventive medications will be dispensed at this exercise.  This will follow a non-medical model of dispensing 
with the declaration of an Emergency Use Authorization allowing lay persons to dispense the medication 
following a defined protocol. 
We will be timing the recipient throughput for this exercise so that we ascertain that YCPH can dispense to our 
population in a timely fashion. 
IT IS IMPERATIVE THAT ALL WORKERS IN THIS EXERCISE FOCUS ON THE GOALS AND AVOID ANY 
UNNECESSARY CONVERSATIONS. 
  
2. POD Lay-out and Patient Flow 
The physical layout of this POD is demonstrated by this chart (attached).  If you have any questions about the 
clinic flow, please ask them prior to beginning your role/position. 
 
3. Safety issue/Exits 
We may have law enforcement on site at this clinic, however if at any time you have a problem that requires 
assistance contact your immediate supervisor or anyone with a RED vest.   
Please note the exits from this cafeteria. 
 
4. Overview of organizational chart/ Overview of ICS structure/reporting requirements 
The organizational chart (attached) describes who you report to and who reports to you, if anyone. 
 
As you can see on this chart, our clinic response is managed using a modified Incident Command System or 
ICS.  If you are not familiar with the ICS it will be even more important for you to understand the organizational 
chart and ask any questions prior to beginning your role/position. 
 
You are to work under your direct supervisor who is listed on this chart and on your Job Action Sheet.  
 







 
 
 
 


 
This organizational chart, the binder of the Job Action Sheets and ICS 214 log sheets will be available at the 
Incident Command System table.  ICS 214 log sheets are used to record actions taken throughout the 
exercise. 
 
5. Orientation to roles and responsibilities 
Your job tasks will be reviewed by your direct supervisor.  This is called ‘Just in Time Training’.  Some of you 
may already have assisted in these roles.  If this is true for you, please be patient as we must complete this 
instruction.  Any questions or concerns you may have should be addressed with your direct supervisor. 
 
All Yates County Public Health staff and MRC volunteers have ID badges. 
 
If you feel that you are being asked to do a job that you are not qualified for or not comfortable with, please let 
me know as soon as this briefing is over. 
 
6. Overview of confidentiality 
This exercise is simulated however there may be some confidential information noted.  Yates County Public 
Health Staff and Medical Reserve Corps volunteers have agreed by signing the ‘Confidentiality Pledge’ that such 
information is not to be discussed or revealed to anyone not authorized to have the information.  
 
7. Equipment (if needed) provided/ Assess physical requirements  
If there is any equipment needed for your job, your supervisor will discuss this with you prior to beginning your 
role/position. 
If you have any physical requirements please let your supervisor know prior to reporting to your clinic worksite. 
 
8. Exercise Evaluation  
There will be a brief ‘hotwash’ following our exercise where we welcome your input.  We will ask you to 
complete a written evaluation form as well to assist us in creating our exercise after action report.  Plans for 
improvement will come from all. 
 
In review…please be certain that you have completed the Sign in / Personal Information Sheet.  Does 
anyone have any questions? 
 
 
Thank you for your assistance with this exercise.  Your help is greatly appreciated! 
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Appendix C 
 


 


POD Supply List Template 
(Excluding pharmaceutical and 


other durable medical equipment 
included in the SNS)


Office 
Location


Responsible for 
Transport: EP = 


Emergency Planner; 
Clerical = Registration 
Lead; Nursing = POD 


Manager; MRC = 
Emergency Coordinator


Describe how this item will be 
transported to the POD site: Specific 


Vehicle used will be highlighted at time 
of event.


 Distribution Process


Name badges all staff all staff County Van, MCR Vehicle & PH Emp Vehicle


Sign-in sheets for staff EP desk EP County Van, MCR Vehicle & PH Emp Vehicle


Signs directing flow of traffic supply rm clerical County Van, MCR Vehicle & PH Emp Vehicle


Staff vests supply rm clerical County Van, MCR Vehicle & PH Emp Vehicle


Patient Registration/Consent/record-CDMS N/A clerical via laptops County Van, MCR Vehicle & PH Emp Vehicle


Station Identification Signs supply rm clerical County Van, MCR Vehicle & PH Emp Vehicle


Boxes for collecting forms(1) supply rm MRC County Van, MCR Vehicle & PH Emp Vehicle


Calculator SAY Desk clerical County Van, MCR Vehicle & PH Emp Vehicle


Clipboards (1) supply rm MRC County Van, MCR Vehicle & PH Emp Vehicle


Colored markers supply rm clerical County Van, MCR Vehicle & PH Emp Vehicle


Copy Paper supply rm clerical County Van, MCR Vehicle & PH Emp Vehicle


Job Action Sheet supply rm EP County Van, MCR Vehicle & PH Emp Vehicle


Highlighter supply rm clerical County Van, MCR Vehicle & PH Emp Vehicle


Just in time Training supply rm EP County Van, MCR Vehicle & PH Emp Vehicle


Masking Tape supply rm clerical County Van, MCR Vehicle & PH Emp Vehicle


Paper Clips - supply rm clerical County Van, MCR Vehicle & PH Emp Vehicle


Paper tablets supply rm clerical County Van, MCR Vehicle & PH Emp Vehicle


Pencils supply rm clerical County Van, MCR Vehicle & PH Emp Vehicle


Pens supply rm clerical County Van, MCR Vehicle & PH Emp Vehicle


POD site maps with clinic flow diagrams supply rm EP County Van, MCR Vehicle & PH Emp Vehicle


Post-it Notes 3"x3" supply rm clerical County Van, MCR Vehicle & PH Emp Vehicle


Rubber Bands supply rm clerical County Van, MCR Vehicle & PH Emp Vehicle


Scissors supply rm clerical County Van, MCR Vehicle & PH Emp Vehicle


Scotch Tape supply rm clerical County Van, MCR Vehicle & PH Emp Vehicle


Stapler supply rm clerical County Van, MCR Vehicle & PH Emp Vehicle


Staples supply rm clerical County Van, MCR Vehicle & PH Emp Vehicle


Thumbtacks supply rm clerical County Van, MCR Vehicle & PH Emp Vehicle


Photocopy Paper (assorted colors) supply rm clerical County Van, MCR Vehicle & PH Emp Vehicle


Photocopy Paper (white) supply rm clerical County Van, MCR Vehicle & PH Emp Vehicle


Emergency Bag supply rm Nursing County Van, MCR Vehicle & PH Emp Vehicle


Medical Dictionary supply rm Nursing County Van, MCR Vehicle & PH Emp Vehicle


OFFICE SUPPLIES


SET-UP







 
 
 
 


 


 


All-purpose cleaner supply rm MRC County Van, MCR Vehicle & PH Emp Vehicle


Batteries (double AA, C's, D's) supply rm MRC County Van, MCR Vehicle & PH Emp Vehicle


Battery-operated radio weather band supply rm MRC County Van, MCR Vehicle & PH Emp Vehicle


Biohazard bags supply rm MRC County Van, MCR Vehicle & PH Emp Vehicle


Bottled water supply rm MRC County Van, MCR Vehicle & PH Emp Vehicle


Caution tape (1) supply rm MRC County Van, MCR Vehicle & PH Emp Vehicle


Facial tissue supply rm MRC County Van, MCR Vehicle & PH Emp Vehicle


Flashlight supply rm MRC County Van, MCR Vehicle & PH Emp Vehicle


Food and drink for staff supply rm MRC County Van, MCR Vehicle & PH Emp Vehicle


Hand cleanser (alcohol based) (1) supply rm MRC County Van, MCR Vehicle & PH Emp Vehicle


Liquid hand soap supply rm MRC County Van, MCR Vehicle & PH Emp Vehicle


Paper  cups - Styrofoam supply rm MRC County Van, MCR Vehicle & PH Emp Vehicle


Paper napkins supply rm MRC County Van, MCR Vehicle & PH Emp Vehicle


Paper to cover table supply rm MRC County Van, MCR Vehicle & PH Emp Vehicle


Paper towels supply rm MRC County Van, MCR Vehicle & PH Emp Vehicle


Safety pins supply rm MRC County Van, MCR Vehicle & PH Emp Vehicle


Toilet tissue supply rm MRC County Van, MCR Vehicle & PH Emp Vehicle


Trash bags supply rm MRC County Van, MCR Vehicle & PH Emp Vehicle


Duct Tape supply rm MRC
Industrial Surge Protectors supply rm clerical County Van, MCR Vehicle & PH Emp Vehicle


Portable Indoor/Outdoor Retractable Stanchions supply rm MRC County Van, MCR Vehicle & PH Emp Vehicle


Portable TV with VCR/DVD supply rm MRC County Van, MCR Vehicle & PH Emp Vehicle


2-Way Radios supply rm clerical County Van, MCR Vehicle & PH Emp Vehicle


Storage Coolers supply rm if applicable/Nursing County Van, MCR Vehicle & PH Emp Vehicle


YCPH Emergency Bag Kitchen Nursing County Van, MCR Vehicle & PH Emp Vehicle


Backup internet connection IT office IT County Van, MCR Vehicle & PH Emp Vehicle


Bullhorn back office Nursing County Van, MCR Vehicle & PH Emp Vehicle


Digital camera reception clerical County Van, MCR Vehicle & PH Emp Vehicle


Internet Access:  wireless connection as a 
minimum (if within range)


DM, SC, 
MB DM, SC, MB County Van, MCR Vehicle & PH Emp Vehicle


Laptop with software loaded staff desks clerical County Van, MCR Vehicle & PH Emp Vehicle


Cell Phones staff staff County Van, MCR Vehicle & PH Emp Vehicle


Printer(s) TCM Desk clerical
Radio (VHF/UHF) EP desk EP County Van, MCR Vehicle & PH Emp Vehicle


Walkie talkies
small off by 


Deb clerical County Van, MCR Vehicle & PH Emp Vehicle


Blank CDs Off supp rm clerical County Van, MCR Vehicle & PH Emp Vehicle


Jewel Cases (for CDs) Off supp rm clerical County Van, MCR Vehicle & PH Emp Vehicle


Printer Ink Cartridges TCM Desk clerical County Van, MCR Vehicle & PH Emp Vehicle


Consumer question and answer sheets 
specific to  BT event EP desk EP County Van, MCR Vehicle & PH Emp Vehicle


Educational Videos if applicable EP desk EP County Van, MCR Vehicle & PH Emp Vehicle


Patient Drug Information sheets ( available in 
48 languages from CDC ) EP desk EP County Van, MCR Vehicle & PH Emp Vehicle


GENERAL SUPPLIES  & EQUIPMENT


 POD COMMUNICATIONS


EDUCATIONAL MATERIALS


MEDICAL SUPPLIES
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National Association of County & City Health Officials

The National Connection for lLocal Public Health




