Supply/Inventory Leader
Name:
 
Assigned To DISPENSING SITE Area:
 
The Person You Report To: Logistics Chief
 
Name:                                                                         Phone:
 
Reporting To You Are: Supply/Inventory Unit Staff
 
Purpose: To organize, gather and distribute medical and non-medical care 
equipment and supplies.
 
Qualifications: Knowledge of SNS, mass DISPENSING SITE operations, Incident Command Structure, pharmaceutical storage and handling and inventory tracking and good organizational skills. May involve moderate physical requirements such as walking and carrying supplies.
 
Check-In:
· Sign-in at Workforce Staging Area.

· Receive vaccination/prophylaxis, if not already treated.

· Receive and put on identification (vest, id badge, etc.).

· Attend briefing.

· Conducting briefing for those reporting to you.

 
Duties:
· Coordinate for arrival of SNS supplies:

o   Establish refrigeration needs.
· Maintain an inventory and accountability record of supplies and equipment.

· Process all orders for resources and supplies working with the Finance and Administration Section.

· Ensure scheduled breaks and relief for unit staff.

· Provide routine progress and/or status reports to Logistics Chief.

· Monitor colleagues and clients for signs of fatigue or distress. Notify the person you report to as appropriate.

Perform other duties as assigned and approved by the person you report to.
Check-out:
· Participate in scheduled debriefing at shift change or close of DISPENSING SITE.

· Return identification (vest, id badge, etc.).

· Hand over inventory tracking lists and make report to Logistics Chief

· Sign-out.

· Refer all media inquiries to Information Officer.

 

 
Supply/Inventory Unit Staff
 
Name:
 
Assigned To DISPENSING SITE Area:
 
The Person You Report To: Supply/Inventory Leader
 
 Name:                                                            Phone:
 
Purpose: To organize, gather and distribute medical and non-medical care 
equipment and supplies.
 
Qualifications: Knowledge of pharmaceutical storage, handling and inventory 
tracking and good organizational skills. May involve moderate physical requirements 
such as carrying supplies.
 
Check-In:
· Sign-in at Workforce Staging Area.

· Receive vaccination/prophylaxis, if not already treated.

· Receive and put on identification (vest, id badge, etc.).

· Attend briefing.

 
Duties:
· Assist with arrival of equipment and help set up.

· Assist with arrival of SNS supplies:

o   Prepare loading docks and hand trucks if necessary.
· Assist in processing all orders for resources and supplies.

· Provide routine progress and/or status reports to Supply/Inventory Leader.

· Monitor colleagues and clients for signs of fatigue or distress. Notify the person you report to as appropriate.

· Perform other duties as assigned and approved by the person you report to.

 
Check-out:
· Return identification (vest, id badge, etc.).

· Pick up exit materials, as appropriate.

· Sign-out.

· Refer all media inquiries to Information Officer.

 
 
 
Facilities Leader
 
Name:
 
Assigned To DISPENSING SITE Area:
 
The Person You Report To:  Logistics Chief
 
 Name: Chuck Cotnoir                     Phone:
 
Reporting To You Are: Facilities Unit Staff
 
Purpose: To coordinate the set-up of the entire DISPENSING SITE prior to 
DISPENSING SITE opening and coordinate maintenance activities for the duration 
of the DISPENSING SITE.
 
Qualifications: Understanding of DISPENSING SITE set-up and client flow and knowledge 
of OSHA, infection control and PPE. May involve moderate physical requirements such as movement and carrying supplies.
 
Set-up Duties:
· Contact appropriate facility representative to open the facility.

· Call pre-designated Facilities Unit Staff to report for DISPENSING SITE set-up.

· Determine Staff availability and DISPENSING SITE set-up timeline.

· When traffic control personnel arrive on site, be sure to coordinate plans with them.

· Gather appropriate supplies (i.e. DISPENSING SITE kits).

· Set-up DISPENSING SITE according to DISPENSING SITE floor plan.

· Set up, test, maintain and arrange for repair of technological equipment (i.e. fax, copy machines, phones, etc.). Work with Communications Supervisor as needed.

· Attend initial briefing/planning meeting with Command Staff and Section Chiefs to review DISPENSING SITE set-up.

 
Check-In:
· Sign-in at Workforce Staging Area once established and opened.

· Receive vaccination/prophylaxis, if not already treated.

· Receive and put on identification (vest, id badge, etc.).

· Attend briefing.

· Conduct briefing for those reporting to you.

 
Maintenance Duties:
· Determine appropriate number of staff needed for on-going maintenance of DISPENSING SITE.

· Reassess DISPENSING SITE set-up if disruptions in client flow patterns are reported by the Operations Chief.

· Assist with spills and clean up while monitoring proper OSHA standards.

· Develop a schedule for monitoring restroom supplies and clean up.

· Continuously work with facility representative for facility maintenance needs.

· Ensure scheduled breaks and relief for unit staff.

· Provide routine progress and/or status reports to Logistics Chief.

· Monitor colleagues and clients for signs of fatigue or distress. Notify the person you report to as appropriate.

· Perform other duties as assigned and approved by the person you report to.

 
At DISPENSING SITE Closing:
· Coordinate with Planning Chief plans for demobilization.

· Assist with restoring facility to pre-DISPENSING SITE conditions.

 
Check-out:
· Participate in scheduled debriefing at shift change or close of DISPENSING SITE.

· Return identification (vest, id badge, etc.( and Sign-in equipment.

· Sign-out.

· Refer all media inquiries to Information Officer.

 

Facilities Unit Staff
 
Name:
 
Assigned To DISPENSING SITE Area:
 
The Person You Report To: Facilities Leader 
 
Name:                                                                         Phone:
 
Reporting To You Are: n/a
 
Purpose: To set-up of the entire DISPENSING SITE prior to DISPENSING SITE 
opening and provide maintenance activities for the duration of the DISPENSING SITE.
 
Qualifications: Understanding of DISPENSING SITE set-up and client flow. 
May involve moderate physical requirements such as movement and carrying supplies.
 
Set-up Duties:
· Set-up DISPENSING SITE according to DISPENSING SITE floor plan.

· Set up, test, maintain and arrange for repair of technological equipment (i.e. fax, copy machines, phones, etc.). Work with Communications Supervisor as needed.

· Assist with traffic control set-up needs (i.e. signs, cones, or tape in the parking lot).

 
Check-In:
· Sign-in at Workforce Staging Area once established and opened.

· Receive vaccination/prophylaxis, if not already treated.

· Receive and put on identification (vest, id badge, etc.).

· Attend briefing.

 
Maintenance Duties:
· Adjust DISPENSING SITE set-up as identified by Facilities Leader.

· Follow medical waste management protocols for removal of medical waste.

· Assist with spills and clean up while monitoring proper OSHA standards.

· Continuously work with facility representative for facility maintenance needs.

· Provide routine progress and/or status reports to Facilities Leader.

· Monitor colleagues and clients for signs of fatigue or distress. Notify the person you report to as appropriate.

· Perform other duties as assigned and approved by the person you report to.

 
Check-out:
· Return identification (vest, id badge, etc.).

· Sign-out.

· Refer all media inquiries to Information Officer.

 
 

Communications Supervisor
 
Name:  Doug Bardwell
 
Assigned To DISPENSING SITE Area:
 
The Person You Report To: Logistics Chief
 
 Name: Chuck Cotnoir         Phone:  508-627-       Radio Call-Sign: “Logistics Chief”
 
Reporting To You Are: Communications Group Staff, Information Technology Leader
 
Purpose: To coordinate internal and external communication resources and the technology infrastructure of DISPENSING SITE.
 
Qualifications: Knowledge of the DISPENSING SITE site’s technology infrastructure and communication devices.
 
Check-In:
· Sign-in at Workforce Staging Area.

· Receive vaccination/prophylaxis, if not already treated.

· Receive and put on identification (vest, id badge, etc.).

· Attend briefing.

· Conduct briefing for those reporting to you.

 
Duties:
· Establish contact with Liaison Officer for external communication coordination (i.e. radios).

· Work with Workforce Staging Area for internal communication (i.e. walkie-talkies) assignments.

· Develop a DISPENSING SITE Communication Plan to include:

o   Assessment of technological equipment (i.e. fax, phones) and communication device (i.e. radios) needs.
o   Assessment of internal and external telephone system. (cell phone only)
o   Inventory the technological equipment and communication devices to provide for accountability and for demobilization purposes.
o   Develop contingency plans for power and telephone outages such as using amateur radio operators.
o   Ensure proper storage of all communication equipment.
· Request needed items through the Logistics Chief.

· Establish a DISPENSING SITE message board for the Command Staff and Section Chiefs.

· Set up, test, maintain and arrange for repair of technological equipment and communications devices.

· Work with Facilities Leader as needed.

· Ensure scheduled breaks and relief for all group staff.

· Provide routine progress and/or status reports to Logistics Chief.

· Monitor colleagues and clients for signs of fatigue or distress. Notify the person you report to as appropriate.

· Perform other duties as assigned and approved by the person you report to.

 
Check-out:
· Participate in scheduled debriefing at shift change or close of DISPENSING SITE.

· Hand over inventory of equipment, if any, to Logistics Chief

· Return identification (vest, id badge, etc.).

· Sign-out 

· Refer all media inquiries to the Public Information Officer.

 
 

Communications Group Staff
 
Name:  apprentice to Doug Bardwell
 
Assigned To DISPENSING SITE Area:
 
The Person You Report To: Communications Supervisor 
 
Name:  Doug Bardwell                                 Phone:
 
Reporting To You Are: n/a
 
Purpose: To maintain internal and external communication resources and the
 technology infrastructure of DISPENSING SITE.
 
Qualifications: Knowledge of the DISPENSING SITE site’s technology infrastructure 
and communication devices.
 
Check-In:
· Sign-in at Workforce Staging Area.

· Review Job Action Sheet.

· Receive vaccination/prophylaxis, if not already treated.

· Receive and put on identification (vest, id badge, etc.).

· Attend briefing.

 
Duties:
· Assist in development of the DISPENSING SITE Communication Plan.

· Maintain technological equipment (i.e. fax, phones) and communication device (i.e. radios) inventory to provide for accountability and for demobilization.

· Ensure proper use and storage of all communication equipment.

· Distribute communication devices to appropriate workforce and train in their use as necessary.

· Monitor DISPENSING SITE message board for the Command Staff and Section Chiefs.

· Set-up, test, maintain, and arrange for repair of all technological equipment and communication devices.

· Work with Facilities Leader as needed.

· Provide routine progress and/or status reports to Communications Supervisor.

· Monitor colleagues and clients for signs of fatigue or distress. Notify the person you report to as appropriate.

· Perform other duties as assigned and approved by the person you report to.

 
Check-out:
· When relieved, hand-in all documents, including communications device inventory, to the person you report to.

· Participate in scheduled debriefing at shift change or close of DISPENSING SITE.

· Return identification (vest, id badge, etc.).

· Sign-out.

· Refer all media inquiries to Public Information Officer.

 

Workforce Services Supervisor
 
Name:  
 
Assigned To DISPENSING SITE Area:
 
The Person You Report To: Logistics Chief
 
 Name: Chuck Cotnoir                     Phone:
 
Reporting To You Are: Food Leader
 
Purpose: To provide services for workforce of the DISPENSING SITE.
 
Qualifications: Appropriate knowledge in Incident Command System and management experience.
 
Check-In:
· Sign-in at Workforce Staging Area.

· Receive vaccination/prophylaxis, if not already treated.

· Receive and put on identification (vest, id badge, etc.).

· Attend briefing.

· Conduct briefing for those reporting to you.

 
Duties:
· Receive list of the workforce per shift from the Workforce Staging Area Supervisor.

· Work with Logistics Chief and Food Leader to determine the number of workforce needing meals and estimate number of meals to be served for the duration of the DISPENSING SITE.

· Assist with space, facilities set-up and equipment for workforce food area and workforce medical/Behavioral Health area.

· Serve as the contact person for family members looking for a DISPENSING SITE worker by taking a message at the door.

· Ensure scheduled breaks and relief for all unit staff.

· Provide routine progress and/or status reports to Logistics Chief.

· Monitor colleagues and clients for signs of fatigue or distress. Notify the person you report to as appropriate.

· Perform other duties as assigned and approved by the person you report to.

 
Check-out:
· Participate in scheduled debriefing at shift change or close of DISPENSING SITE.

· Return identification (vest, id badge, etc.).

· Sign-out.

· Refer all media inquiries to Public Information Officer.

 

Food Unit
 
Name:  Red Cross / Salvation Army
 
Assigned To DISPENSING SITE Area:
 
The Person You Report To: Workforce Services Supervisor
 
 Name:                                                            Phone:
 
Reporting To You Are: Food Unit Staff
 
Purpose: To oversee and coordinate food and water distribution for workforce.
 
Qualifications: Food inspection or food handling experience preferred.
 
Check-In:
· Receive vaccination/prophylaxis, if not already treated.

· Receive and put on identification (vest, id badge, etc.).

· Attend briefing.

· Conduct briefing for those reporting to you.

 
Duties:
· Establish and operate food system consisting of snacks, fruit, beverages and condiments.

· Submit list of food and water needs to Supply/Inventory Leader.

· Inventory food and water supply and estimate when re-supply will be needed.

· Develop schedule for removal of garbage.

· Ensure scheduled breaks and relief for all unit staff.

· Provide routine progress and/or status reports to Workforce Services Supervisor.

· Monitor colleagues and clients for signs of fatigue or distress. Notify the person you report to as appropriate.

· Perform other duties as assigned and approved by the person you report to.

 
Check-out:
· Participate in scheduled debriefing at shift change or close of DISPENSING SITE.

· Return identification (vest, id badge, etc.).

· Sign-out.

· Refer all media inquiries to Public Information Officer.

