MEDICATION DISPENSING ASSISTANT “B”
	Group:
	MEDICAL GROUP-GENERAL POD STAFF                                     WHITE BADGE

	Reports to:
	Medication Dispenser

	

	Duties: 
· Read this entire Job Action Sheet and acknowledge understanding of all job duties.
· This position is one of the two Medication Dispensing Assistants to aid the Medication Dispenser with mass prophylaxis dispensing process. (Assistants “A and “B” each have their defined duties at the dispensing station as described in the job action sheets.
· Know mass prophylaxis guidelines and protocols. 
· Review and understand all forms and other paperwork at medication station.
· Have knowledge about the illness, threat, and treatment and know where to get materials for the clients.
· Keep paperwork and inventory logs organized.
· Be prepared for situations that may arise both in the client sector and staff operations.
· Fill medication needs of each client as directed by Medication Dispenser. 
· Attach required information to dispensing container as directed by Medical Lead.
· All 10 day unit-of-use bottles delivered in the SNS push package and Vendor Management Inventory are pre-labeled and require only the following information added to the medication bottle:
· Name of client
· Client telephone number for follow-up
· Today’s date
· Prescribing professional’s name (physician or pharmacist)
· Dispensing location
· Print this information on a label and apply to the unit-of-use bottle or to the patient-information sheet given to all clients.
· If a label is not available then write the clients name and date on the bottles.
· Peel off bottle sticker or stickers supplied with 10 day unit-of-use bottles and place on patient-information sheet and consent or NAPH sheet. Ensure sticker with RX number is attached to patient-information sheet. 
· Complete Medication Dispenser Log Sheet for all medications dispensed.
· Hold up Blue Card for Medication Runner to bring more medications.
· Hold up the Yellow Card to signal the POD Medical Lead or a Medical Lead Assistant that you have a medical related question or issue.
· [bookmark: _GoBack]Hold up the White Card to signal a command staff member for a non-medical question.
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
· Receive general POD training from the POD Supervisor and/or POD Asst. Supervisor.
· Report to the current Medical Lead and receive job specific briefing and training. 
· Review mass prophylaxis guidelines and protocols with the Medication Dispenser and required duties.
· Verify all previous shifts medication dispensing or NAPH forms have been submitted to the Form Counter.
· Compare medication on hand at station to Medication Dispensing Log Sheet for accuracy.
· Participate in any start of shift briefings or meetings.
End-of-Shift Responsibilities:
· When the Medical Lead informs you that you have completed your shift and the new Medication Assistant “B” has arrived, brief the new Medication Assistant “B”; using a pass on book will aid you in remembering pertinent information.
· Ensure any medical waste is properly disposed.
· Ensure all unused medications are inventoried for replacement shift or return to supply room for inventory.
· Make sure you leave the work area clean and organized
· Ensure forms and other paperwork is well stocked for incoming shift.
· Return all gear including badges, vests and radios, replace and charge any batteries
· Sign-out 




