FORM COUNTER
	Group:
	[bookmark: _GoBack]GENERAL POD STAFF                                                                    WHITE BADGE

	Reports to:
	Non-Medical Lead

	

	Duties:
·  Read this entire Job Action Sheet and acknowledge understanding of all job duties
· Collect forms from Screener
·  Count forms and track all zip codes
· Counts completed consent/ head of household forms to determine the number of clients at the POD 
· Give total count information to the Non-Medical Lead on an hourly basis and at the end of your shift
· Organize the information forms and tracks zip codes from those client forms
· May be expected to perform other roles in the POD such as Data Entry, Line Staff, Greeter/ Registration, or other roles that the POD Supervisor designates
· Maintain contact with the Non-Medical Lead 
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 Non-Medical Lead and receive training
· Participate in all required briefings
End-of-Shift Responsibilities:
· When the Non-Medical Lead informs you that you have completed your shift and the new Form Counter has arrived, brief the new Form Counter;  using a pass on book will aid you in remembering pertinent information
· Participate in debriefing session and report relevant concerns or suggestions for improving POD operations
·  Return all gear including badges, vests and radios, replace and charge any batteries
· Sign out




	



