Job Descriptions for a Hospital Post-Exposure Mass Prophylaxis Clinic

The following positions are suggested for use in a large-scale prophylaxis event.  All roles may not be necessary or additional roles may need to be assigned. 
Facility Manager










Qualifications: Health professional or a doctor, nurse or medical administrator with triage experience and/or public health experience and good management skills that is familiar with the local mass prophylaxis plan. If willing to serve dual roles, the Staff Support Unit Leader (HEICS) would be a potential candidate for this position.
Duties:

· Responsible for overall clinic operation and security and is the primary decision-maker for the facility. 

· Develops the facility plan with the command staff.  

· Reports any necessary information to the Human Services Director (Internal) and/or Facility Unit Leader (External)

· Determines appropriate allocation of security staff necessary according to clinic layout and needs.

· Maintains communication regarding security with Safety and Security Officer (HEICS) and/or local law enforcement via Facility Unit Leader

Reports to:  Internal – Human Services Director (HEICS)

 External -  Facility Unit Leader, who works under the Unified Command at the County level Emergency Operations Center (EOC).

Liaison Officer










Qualifications:  Good organization skills, interpersonal skills, and leadership experience

Duties:

· Maintains communication with EOC.

· Provides situation status to EOC.

· Communicates facility needs to EOC.

Reports to: Facility Manager

Logistics Chief










Qualifications:  Pharmaceutical distribution supervisor or manager, small package distribution supervisor or manager.

Duties:

· Responsible for overall logistics direction, control and supervision of personnel.

· Documents the logistics staffing assignments on a clinic assignment sheet.

Reports to: Facility Manager

Facility Supply, Inventory and Storage Unit Leader







Qualifications: Good organization skills, familiar with inventory control process.  If willing to serve dual roles, the Material Supply Unit Leader (HEICS) would be a potential candidate for this position.
Duties:

· Oversees all medical and non-medical supply, inventory, and storage needs of the clinic.

· Ensures that all necessary clinic supplies are on site and are available in sufficient quantities during clinic operations. 

Reports to: Logistics Chief

Medical Supply Coordinator









Qualifications: Professionals familiar with handling pharmaceuticals/vaccine.  If willing to serve dual roles, the Pharmacy Unit Leader (HEICS) would be a potential candidate for this position.
Duties:

· Tracks pharmaceutical/vaccine supply lot numbers, distribution, and wastage

· Re-supplies dispensing/vaccination stations.

· Maintains an inventory of medical supplies.

· Maintains adequate pharmaceuticals/vaccine and other medical supplies at the clinic and oversees distribution of such supplies to appropriate locations in the facility.  

· Ensures that sufficient supplies of pharmaceuticals/vaccine are available and that the cold chain is maintained through proper handling and storage if necessary.

· Ensures the pharmaceuticals/vaccine is stored in a secure manner at the clinic site and that unused supply is returned and accounted for.  

Reports to: Facility Supply, Inventory and Storage Unit Leader

Non-Medical Supply Coordinator








Qualifications: Good organization skills, familiar with inventory control process
Duties:

· Ensures that all necessary non-medical supplies are on site and are available in sufficient quantities during clinic operations.

· Maintains an inventory of non-medical supplies.

· Oversees distribution of non-medical supplies to appropriate locations in the facility.   

Reports to: Facility Supply, Inventory and Storage Unit Leader

Staff Support Unit Leader









Qualifications: Persons should have good organization skills, interpersonal skills, and leadership experience. 

Duties:
· Leads and supervises Staff Support Team and instructs team on their responsibilities

· Manages the check in area for clinic personnel.

· Verifies credentials and identification.

· Maintains a list of authorized clinic staff and their phone numbers.  

· Assigns and coordinates use of cell phones, pagers, and radios.  

· Establishes staff check-in and check out procedures.

· Ensures that all staff wears ID badges.

· Establishes and maintains the break area including the receipt, storage, service, and clean up of food.

· Serves as a contact point for families to reach clinic workers
Reports to: Logistics Chief

Facility Support Unit Leader









Qualifications:  Persons should be able to lift, carry, and transport supplies and refuse to and from the site (i.e., housekeeping/environmental services staff). If willing to serve dual roles, the Facility Unit Leader (HEICS) would be a potential candidate for this position.
Duties:
· Leads and supervises Facility Support Team and instructs team of their duties and responsibilities.

· Oversees the clinic set-up and disassembly.  

· Assists with general maintenance of the clinic.  

· Responsible for maintaining routine clinic safety.  

· Regularly removes garbage from the clinic.

· Communicates medical waste removal needs and refuse pick up needs to Logistics Chief. 

· Ensures that adequate supplies are present in the restrooms.

· Provides access to supplies such as tables, chairs, copy/fax/computers, HVAC system, overhead communication, lighting, etc. 
Reports to: Logistics Chief

Data Management/IT Unit Leader






 
Qualifications:  Persons with computer skills.

Duties:


· Leads and supervises Data Management/IT Team

· Oversees Medical Records Data Entry and/or Inventory Control  

· Collects records and enters appropriate information (e.g., name, SS#, and passport number/country) into database (estimated 1 minute/record entry if database already set up) to maintain “real-time” record of number of vaccinations.  This database should also be used  for inventory control, adverse events documentation or non-takes requiring revaccination

· Supports computer, programming, electronic equipment maintenance needs, and other information technology requirements 

Reports to: Logistics Chief
Communications Unit Leader









Qualifications:  Persons familiar with communication systems. If willing to serve dual roles, the Communications Unit Leader (HEICS) would be a potential candidate for this position.
Duties:

· Responsible for overall communication systems (both internal and external) at the clinic.
· Shares any concerns with the Logistics Chief
Reports to: Logistics Chief

Planning Chief










Qualifications:  Medical professional familiar with the vaccination plan. If willing to serve dual roles, the Labor Pool Unit Leader (HEICS) would be a potential candidate for this position.
Duties:

· Provides situation status to the Liaison Officer.

· Develops the Incident Action Plan for clinic set up and coordinates the set up.

· Coordinates the staffing assignments and scheduling for the clinic with the Planning Assistant

· Distributes job descriptions/duties to Facility Manager; Liaison Officer; and Logistics, Operations, and Finance Chiefs.

· Reports staffing concerns/shortages to Facility Manager
· Responsible for primary problem solving as situations arise.

· Provides assistance to the Command Staff and Chiefs as needed.

·  Develops a plan for placement and training of staff for the clinic positions

Reports to: Facility Manager

Finance Chief 

Qualifications: Accounting background and/or experience developing accounting systems.

Duties:

· Develops a system for tracking and recording clinic personnel and equipment expenses. 

· Tracks all equipment invoices/expenses related to the clinic.

· Assures payment of expenses related to the clinic.

· Tracks all personnel time related to the clinic.

Reports to: Facility Manager


Operations Chief










Qualifications:  A person with good management skills.  

Duties:

· Coordinates the operations section activities and has the primary responsibility for implementing the clinic plan.

· Requests and receives resources through the Facility Manager.

· Keeps the command informed. 

Reports to: Facility Manager


General Staff Unit Leader









Qualifications:  Experience supervising, directing and working with volunteers and possess leadership skills.

Duties:
  

· Leads and supervises Group Leaders including:

· Facility Flow Group Leader

· Briefing/Forms Distribution Group Leader

· Forms Referral Group Leader

· Special Needs Group Leader

· Education and Resource Group Leader

· Instruct Group Leaders on their duties and responsibilities
· Assigns and documents the staffing assignments on a clinic assignment sheet.
Reports to: Operations Chief

Facility Flow Group Leader 

Qualifications: Ability to organize and visualize processes.  Able to communicate, lead and supervise others.  Ability to communicate and direct large groups of people.

Duties:
· Leads and supervises Facility Flow Team

· Instructs Team members on their duties and responsibilities.

· Directs recipients through the clinic process and monitors the process.

· Ensures good patient flow through the clinic.  Notifies the General Staff Unit Leader of bottlenecks or problems.

· Creates & displays appropriate signage to direct patient flow

· Displays appropriate signage to direct patient flow

Reports to: General Staff Unit Leader

Pre-Prophylaxis Briefing and Forms Distribution Group Leader





Qualifications:  Ability to speak to groups and operate video equipment. 

Duties:

· Leads and supervises Briefing and Forms Distribution Team

· Instructs Team members on their duties and responsibilities

· Provides basic information (verbally or with a video presentation) about the clinic process.  

· Distributes informational material and clinic documents, including:

· Screening and Consent Form

· Vaccination/Prophylaxis Record/Card

· VIS (Vaccine Information Statement)

· (Vaccination) Site Care Information

· Adverse Event Reporting Information

· Explains how to complete the documents and answers questions

· Designates team members to run the orientation video in the briefing rooms 
Reports to: General Staff Unit Leader

Forms Reviewer and Referral Group Leader







Qualifications:  Detail oriented and organized.  Good communication and customer service skills necessary.

Duties:

· Leads and supervises Forms Review/Referral Team

· Instructs Team members on their duties and responsibilities

· Assists clients with completing documents.  

· Reviews forms for accuracy and completeness.

· Screens forms to make necessary referral to Medical evaluation and/or prophylaxis.

(  Verifies form is completed, including consent signature:

· Must be signed to proceed with dispensing/vaccination or evaluation

· If signed,  ↓

( Verifies contact history:

· If yes, refer to Contact Tracing Group Leader 

· If no, ↓
( Reviews Screening responses:

· If yes or maybe – refer for Medical Evaluation

· If no, ↓

( Asks if they have questions

· If yes or maybe – refer for Medical Evaluation

· If no, refer for dispensing/vaccination

Reports to: General Staff Unit Leader

Special Needs Group Leader









Qualifications:  Experience working with special needs population.

Duties:

· Assists clients with special needs individually

· Communicates any needs, such as a language barrier, to Operations Chief so that an interpreter can assist in person or by phone.
Reports to: General Staff Group Leader

Post Prophylaxis Education and Resource Group Leader






Qualifications:  Persons should have experience and training in counseling and strong interpersonal skills. 

Duties:

· Leads and supervises Education and Resource Team

· Instructs Team members on their duties and responsibilities

· Provides mental health support to clients

· Answers questions

· Provides educational materials for clients 

Reports to: General Staff Unit Leader

Medical Staff Unit Leader









Qualifications: Minimally – A Nurse with ER experience or clinical nurse experience.

 Duties:

· Assigns and documents the medical staffing assignments on a clinic assignment sheet.


· Oversees medical staff at the clinic.

· Assists medical staff as needed 

Reports to: Operations Chief

Medical Evaluator Group Leader








Qualifications: A Doctor, nurse or paraprofessional, such as a LPN, Nurse assistants, pharm-techs, or nursing/medical/pharmacy/dentistry/podiatry students. 

Duties:

· Oversee Medical Evaluators.
· Assesses clients for contraindications to pharmaceuticals/vaccine.  

· When necessary, performs a focused physical examination of patients who state that they have a condition that may constitute contraindications.  

· Weigh clients if necessary.

· Answers medical questions  

· Reviews patient history for those with contraindications and answer questions for informed consent if necessary (est. 5 to 10 minutes/person); numbers may need to be increased if too many people require further screening and lines start to back up at this part of clinic.  
· Maintain Eligibility Roster, if necessary  
· Direct eligible clients to dispensing/vaccination area and ineligible clients to the exit  
Reports to: Medical Staff Unit Leader

Physician Evaluator
Group Leader








Qualifications:  A physician or physician’s assistant.

Duties:

· Evaluates/examines triaged ill persons and provide backup counseling if needed to persons identified with possible contraindications by medical screeners (~ 10 minutes/person), and evaluate any immediate problems following dispensing/vaccination (e.g., fainting or anaphylaxis).  
· Responsible for overseeing medical decisions during the clinic; responds to medical issues as needed.   
Reports to: Medical Staff Unit Leader

Dispensing/Vaccinator Group Leader








Qualifications:  A physician, nurse, or other professional familiar with pharmaceutical/vaccination logistics.
Duties:
· Oversees Vaccinators and Vaccinator Assistants. 
· Notifies Medical Staff Unit Leader of any supply or staffing needs in the vaccination area.
Reports to: Medical Staff Unit Leader

Dispensor/Vaccinator









Qualifications:  Physician, nurse, or others permitted to dispense pharmaceuticals or administer vaccine under state law.

Duties:
· Delivers vaccine/antibiotics  
Reports to: Vaccination Group Leader

Dispensor/Vaccinator Assistant









Qualifications:  A professional trained in preparation of medications or reconstitution of vaccines and as allowed by state law.

Duties:
· Affixes label with medication/vaccine information to the bottom of the Screening and Consent Signature Form.
· Affixes label with medication/vaccine information to the appropriate form/card and notes dosage or vaccination site (right arm/left arm/other)
· Initial Dispensor/Vaccinator ID name or number on consent form. 
· Prepare vaccine vials for vaccination station if necessary. 
Reports to: Vaccination Group Leader.

Contact Tracing Group Leader









Qualifications:  Persons familiar with the contact surveillance process, disease specific signs/symptoms, and contact evaluation issues.

Duties:

· Oversees the Contact tracing team.

· Registers contacts for surveillance of symptoms.

· Gives instructions on any travel restrictions and reporting requirements.

Reports to:  Medical Staff Unit Leader.

Triage Group Leader









Qualifications: ED physician, RN, EMT, paraprofessional with triage experience. If willing to serve dual roles, the Treatment Area Supervisor or Triage Unit Leader (HEICS) would be a potential candidate for this position.
Duties:
· Lead and supervise Greeter/Triage Team and instructs team on their duties and responsibilities.

· Communicates situations when clients need further medical attention

· Maintains communication regarding security concerns.

· Evaluates persons considered ill and their families and refers them as appropriate for medical trteatment.
· Greets and conducts initial assessment of recipients upon their arrival. 

· Asks questions to assess health of recipients upon arrival.  


Examples of questions asked during a clinic after a smallpox exposure in the community may include:

· (
Are you ill?  

· Yes?  →  Refer to Illness Evaluation Area

· No?  ↓

(
Do you have a rash?

· Yes?  →  Refer to Illness Evaluation Area

· No?  ↓

(
Do you have a fever? 

· Yes?  →  Refer to Illness Evaluation Area 

· No?  ↓
(
Have you been in contact with a case of smallpox?

· Yes?  →  Refer to Contact Tracing Area

· No?  ↓

(
Have you been in contact with a contact of a case of smallpox?

· Yes?  →  Refer to Contact Tracing Area

· No?  ↓



· Distributes forms and assists in completion process if necessary.

Reports to: Medical Staff Unit Leader

Tab 7

5

