MEDICATION DISPENSING ASSISTANT
	Group:
	[bookmark: _GoBack]GENERAL POD STAFF                                                                      WHITE BADGE

	Reports to:
	POD Medical Lead

	

	Duties: 
· Read this entire Job Action Sheet and acknowledge understanding of all job duties
· Assist the Medication Dispenser with prophylaxis process
· Know prophylaxis guidelines and protocols
· Greet clients and take completed NAPH forms
· Ensure that medication dispensing forms are filled out accurately and completely
· Complete and sign medication dispensing forms
· Maintain all forms associated with the prophylaxis process
· Provide written medication regime and follow-up instructions
· Complete tally logs of medications being dispensed at the station
· Notify the Medical Lead if an area needs supplies restocked
· Anticipate, identify and solve issues with the prophylaxis operations as directed by the Medical Lead
· Have knowledge about the illness, threat and treatment and know where to get materials for the clients
· Maintain a clean work area
· Request resources as needed by notifying a Supply Runner if the station needs supplies restocked by holding up the red card 
· Hold up  blue card for Medication Runner to bring more medications
· Keep paperwork and logs organized
· Answer client medical questions for dispensing station by holding up a yellow card to indicate to the POD Medical Lead that there is a question
· Maintain contact with the Medication Dispenser and the POD Medical Lead
· Be prepared for situations that may arise both in the client sector and staff operations
· Participate in all required briefings 
Start-of-Shift Responsibilities:
· Complete POD staff registration process; show valid photo ID (government employees must show government ID, hospital/other employees must show work ID)
· Sign in
· Report to the current Medical Lead and receive briefing and training 
· Refer to Just-In-Time training guide
· Review prophylaxis guidelines and protocols with the Medication Dispenser
· Greet clients and take their completed forms 
· Verify that the client(s) are to receive medication
· Check for appropriate consent and signature
· Complete, sign and maintain medication dispensing forms
· Ensure that medication dispensing forms are retained and submitted to the Form Counter for data entry
· Provide written medication regimen and follow-up instructions to the client
· Assist the Medical Lead in any required capacity
· Participate in all required briefings
End-of-Shift Responsibilities
· When the Medical Lead informs you that you have completed your shift and the new Medication Assistant has arrived, brief the new Medication Assistant; using a pass on book will aid you in remembering pertinent information
· Ensure all medical waste is properly disposed of
· Ensure all medical supplies are returned to the POD Medical Lead for inventory
· Make sure you leave the work area clean
· Return all gear including badges, vests and radios, replace and charge any batteries 
· Sign-out 




