Dispensing Drill Best Practices
Planning Resources:
We have provided the following drill resources:
· Planning Timeline 
· Planning Committee Checklist 
· Core Management Team Meeting Guide
You can run the drill a few different ways. If you have enough people to have two Core Management Teams, you can have each group have their own CMT. If not, you can have one CMT that provides JIT to both groups at the same time. If this is the case, it is recommended that your leads delivering the JIT have microphones so everyone can hear. JIT will take 30-45 minutes but it is recommended to allow for one hour to answer any questions. 

Setting a day and time for drill:
Pick a day that will work best for the most people. Sometimes evenings and weekends are the best choice to get the most participants. Allow at least four hours for the drill and have participants arrive ½ hour early for registration. The first 10 minutes of each POD group during the drill is hectic, let participants know that ahead of time. Once they get into a routine, they will realize it’s not as hard as they first thought. It is important to drill for more than ½ hour per group so you do not overwhelm participants and turn them off of the idea to be a POD partner. Below is a sample agenda:

	8:30-9:15
	Registration

	9:15-9:45
	Welcomes and Introduction PowerPoint

	9:45-10:45
	Just in Time Training 

	10:45-11:15
	POD 1           Group 1 act as POD staff, Group 2 Act as Clients

	11:15-11:30
	Break

	11:30-12:15
	POD 2            Group 2 Act as POD staff, Group 1 act as clients

	12:15-12:30
	Break ( get food)

	12:30-1:00
	Hot -Wash

	1:00-1:15
	Final Comments



Drill location:
If you have agencies/facilities signed on to be Open POD facilities, ask if you can have the drill at one of those locations. You can rotate the location every year as well as the Core Management Team. 
 Invitations:
Determine who you want to invite to participate. Your list should include all POD partners that have signed MOU’s as well as anyone who you would like to be a POD partner. Your list should also include community partners, and volunteers such as the Medical Reserve Corps. Be sure to include health department staff.
Send a “Save the Date” flyer to all potential participants 3 months prior to the date of the drill. Send out invitations one month prior to the drill. It is recommended to send both a hard copy as well as an email to make sure people get the invitation. Hosting a drill is a great time to touch base via phone calls with POD partners to tell them about the drill as well as remind them to turn in paperwork such as the MOU, registration from, and training logs. Drills help our POD partners and volunteers stay interested and engaged in the program. 
Make sure to send out reminders  a week prior to the drill. You should close registration the day before or morning of the drill (depending on what time the drill is) in order to make your folders and name tags. Make sure you let people know when registration will be closed!
Send out a last minute reminder to all registered participants the day before the drill and remind them where to park.
Check out www.eventbrite.com to use for online registration. It’s very user friendly, has a great help desk , and it’s free!! 

Core Management Team Training:
The Core Management Team should be chosen early in the planning process. A meeting should be scheduled with them 2 weeks prior to the drill, and again 3 days prior to the drill to address any questions that they have with training materials. Please refer to the Core Management Team Meeting Guide.
Positions should be assigned prior to the meeting by the Planning Committee. A 3 ring Binder should be given out to each member. The recommended table of contents for the binder is in the Core Management Team Meeting Guide.
The Core Management Team training outline can be found within the Core Management Team meeting Guide. It lists all of the required training modules for the drill. You will need to decide which objectives you are testing and determine which modules are required and not required and mark them on the form . Typically, the Planning and Legal Issues Modules are not required for a drill. The training takes between 2-3 hours to get through and prepare the JIT training for the drill. Some people, especially the Medical Lead may take longer to familiarize themselves with all of the training and the agent specific information.

Name Badges:
Moderators and Evaluators:
Make sure you print out badges for moderators and evaluators. It is a good practice to give them clothing that makes them easily identifiable. This includes hats, shirts, arm bands or vests.
Participants:
Use labels to make name badges. Include name, group #, and POD position. Color code the labels to coincide with POD access. 
White: Access limited to position
Yellow: All access
Blues: Access to medications
Red: Access to supplies
Print two labels for each participant. One for the participant to wear and one to affix to the folder.
At a minimum: the CMT as well as the line staff and runners should have clothing that makes them easily identifiable. This includes hats, vests, arm bands, or shirts. Idealy, all POD staff should have identifiable clothing and the CMT should wear a different color than the rest of the POD staff. 
Participant Folders:
Everyone should receive a participant folder. They should be instructed to keep their folders with them. They will act as a reference for POD staff and a clipboard for Pod clients. The folders should include the following:
Participant Folder (copy of name badge label affixed to front)
1. Today’s Agenda (1&2 can go on the same page, see next page for example)
2. Just-in-time Training Breakdown ( see next page for example)
3. POD Information Tab:
· POD ICS Chart
· POD Layout Diagram
4. Medication Information Tab:
· NAPH Form or consent form
· Medication Dispensing Algorithms
· Dosing Guidelines
· Fact Sheets
· Medication or Vaccination Information Sheets
5. Volunteer Information Tab:
· Oath of Confidentiality
· Code of Conduct
· Volunteer Registration Form
6. Job Action Sheet for Position
7. Just-in-time training slides ( copy of the main JIT training and the JIT that their Lead staff gives)

Back Pocket: POD staff evaluation form 


Signal Cards:
Every station must have signaling cards. The signaling cards should be color coded as follows:
	Green
	Ready for next client

	Yellow
	Medical Question

	Black
	General Question***** this has been updated and is not in the training, you may want to incorporate it in your POD

	Pink or red
	Need supplies other than medication

	Blue
	Need medication



It is also a good practice to type in large font what each card means because some people are color impaired. Laminate the cards so they can be re-used.
Player Cards:
Player’s cards should be printed, folded in half and laminated. They should be put on a lanyard. The information on the front can be seen by any POD worker. The information on the back is for their eyes only and will help them complete their client evaluations.
Scenario Cards:
Print two copies of each scenario card. One with the front (picture) only and one with both the front and back. The one with just the picture should be given to the POD staff or client as instructed on the card. The one with the picture on the front and instructions on the back should be given to the evaluator assigned to that area. 
Labels:
It’s a good idea to print prescription labels ahead of time to use for the drill. We provided sample prescription labels for an Anthrax scenario.
Evaluations: 
Hold an evaluator’s training an hour before the drill. Plan to have 5 evaluators. One evaluator should be in registration, one in after care/first aid, 1 in dispensing, 1 in screening, and one floater between supply room and dispensing.
EEG’s should be made for each evaluator. Evaluators must be familiar with their EEG prior to the drill so they know what they are observing.
[bookmark: _GoBack]The moderator must have copies of the EEG’s and know who they are assigned to. This will enable them to pass out the scenario cards to the evaluator assigned to observe that task. They will pass out one card to the participant and one to the evaluator so that the evaluator knows what he/she is observing.
Client evaluations should be completed by the participants acting as POD clients for EVERY card that they receive. They should be given out with the Player Cards.
POD staff evaluations can be put in the folder and be completed and collected at the end of the POD.
Place a box at the exit with a sign that reads “evaluations” to ensure all forms are collected prior to people leaving.
Hot-wash:
Allow enough time for the hot-wash. Participant feedback is important. To break the ice, and set people at ease, you can offer awards or certificates for the best Actors and Actresses of the day. This will help make people feel more comfortable about sharing their experiences.
