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Sample Maps and Floor plans Set up Instructions
The following are instructions and visuals for setting up the layout of your Closed POD Site.
Set up for a SINGLE OR multi-room closed pod
· Access the location within your facility via site agency staff or pre-designated key access 

· Our Closed POD Location is:____________________________________
· Establish location for Closed POD staff check-in

· Our Closed POD staff check-in location is:________________________
· Locate any floor plans for setting up
· Locate supplies for setting up
· Set up tables and chairs according to the layout

· Set up the Staff Sign In Area. This will be outside of the entrance of the Closed POD. 
· Usually this area has one or two tables and the corresponding number of chairs that fit at the table (for one table it would be two chairs). 

· This is where people will pick up their paperwork (screening form, event fact sheets, etc)

· Set up the Form Fill Out Area

· Usually this area has four or more tables with the corresponding number of chairs

· This is where people will fill out their screening forms.

· There should be enough room between the Staff Sign In Area and the Form Fill Out Area so that the lines don’t back up between the two areas

· Set up the Screening Area

· Usually this area has two or more tables with the corresponding number of chairs.

· There should be enough room between the Form Fill Out Area and the Screening area so that the lines don’t back up between the two areas
· There should be enough room between the tables within this area to allow privacy in the screening process

· Set up the Dispensing Area

· Usually this area has two or more tables with the corresponding number of chairs.

· There should be enough room between the Screening Area and the Dispensing Area so that the lines don’t back up between the two areas

· There should be enough room between the tables within this area to allow privacy in the screening process

· If using signage, set it up according to the layout
· Be sure to have visible entrance and exits signs

· Post security staff and/or traffic control as necessary or outlined in the Closed POD partner plan

Note: For a multi-room Closed POD, the Areas can each be in their own room or some Areas can be combined in one room (i.e. Dispensing and Screening can be in one room or Check-In and Form Fill Out can be in one room, etc. ) 
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