  OPEN POD DIVISION SUPERVISOR
	Group:
	OPERATIONS SECTION-General Staff

	Reports:
	POD Branch Director

	

	Duties:
· Maintain communication with all Open PODs within your assigned area or district.
· Acts as a liaison between assigned Open PODs and DOC command.
· Districts may consist of Central, Eastern, Western, Southern, and Northern with a Division Supervisor for each area. Districts will be determined as needed.
· Maintain a current list of Open PODs operating and preparing to operate in your assigned district or area.
· Forward information to POD Branch Director about Open PODs prepared to open to the public (i.e. POD name, POD location, hours of operation, entrance, parking, and any other pertinent information. 
· Ensure your district Open PODs have the following numbers available:
· Your number
· Open POD Hotline Operator
· POD Medical Question Hotline Operator
· Special Needs Hotline Operator
· Check in regularly with Open POD Hotline Operator for any missed calls from PODs in your area or district.
· Assists Open PODs in district with resources and any other issues.
· Maintains contact with Logistics Resources Branch Director.
· Gathers information from Open PODs to determine if more supplies or staff is needed and how many persons have received prophylaxis.
· Gathers information called in hourly by each Open POD Supervisor in district.
· Formalize a district Open POD report from gathered information and forwards to Operations Section Chief and POD Branch Director. 
· Maintain communications with POD Branch Director.
· Ensure Open PODs receive all DOC updates on event.
· Pass on Public Information Officer’s (PIO) approved talking points to Open POD Supervisors.
· Record any important actions or decisions in the Operations Section Activity Log.
Start-of-Shift Responsibilities:
· Check in/Sign in
· Obtain a DOC Badge and display at all times.
· [bookmark: _GoBack]Report to the current POD Branch Director and receive briefing and training.
· Participate in all required briefings and meetings as directed by POD Branch Director.
· Obtain a list of Open PODs located in your district or area.
· It is recommended an Open POD Division Supervisor pass-along-book for your district be used to forward pertinent information from shift to shift not recorded in the Operations Section Activity Log.
End-of-Shift Responsibilities:
· When the POD Branch Director informs you that you have completed your shift and your replacement has arrived, brief the new Open POD Division Supervisor and answer any questions.
· Review the Open POD pass-along-book for your area, Operations Section Activity Log, applicable reports, and documents with your replacement.
· Participate in debriefing session and report any relevant concerns or suggestions for improving the DOC Operations.
· Return all issued DOC equipment.
· Turn in DOC Badge.
· Check out/Sign out




