Sarpy/Cass Health Department 
Preparedness Program 

Closed POD Kit
1Section 1:  Overview

1.1 Introduction
1
1.2 The Problem
2
1.3 The Solution
2
1.4 How the Closed POD Program Works
2
1.5 Closed POD Kit Purpose and Contents
3
1.6 Emergency Authorization
3
Section 2:  Dispensing Plan
4
2.1 Creating Your Dispensing Plan
4
Section 3:  Getting the Antibiotics
9
3.1 Step 1: Get Information
9
3.2 Step 2: Request Antibiotics
9
3.3  Step 3: Prepare to Dispense Antibiotics—Set-Up Logistics
10
Section 4:  Dispensing the Antibiotics
12
4.1 Screen for Appropriate Antibiotic
12
4.2  Tips on Screening
12
4.3  Dispense Appropriate Antibiotics and Drug Information Sheets
14
4.4  Take Ongoing Inventory
15
Section 5:  Reporting to Returning Leftover Antibiotics
16
5.1  What to Report
16
5.2  How to Return Leftover Antibiotics and Submit Reports
17
5.3 Wrap-Up with GDEPR
18
Section 6:  Local Contact Information
19
6.1 Closed POD Program Planners………………………………...…………19
Attachments


Job Action Sheets ………………………………………………………………………..




Section 1:  Overview

1.1 Introduction

The Nebraska Department of Health and Human Services (DHHS) and local public health districts have been charged with developing strategies to deliver mass prophylaxis (preventive medications or vaccines) to all residents of the State of Nebraska within a 48-hour period in the event of a large-scale communicable disease emergency.  

In response to this charge, DHHS and the local health departments are developing a systematic response to a worst case planning scenario of a large-scale infectious disease emergency—outdoor anthrax release, a high federal priority for preparedness planning.  Such an event could potentially put a large number of people at risk of inhalational anthrax, a very serious and usually fatal disease. However, taking oral antibiotics after exposure to anthrax spores, but before coming down with the disease (e.g., treating the condition with “prophylaxis”), will successfully prevent the disease.
We can prevent the spread of inhalational anthrax by rapidly dispensing antibiotics to everyone in the county.  To quickly dispense antibiotics to everyone in the community, the Sarpy/Cass Health Department (SCHD) has developed a two-tiered response plan.  The first tier focuses on getting antibiotics to emergency responder organizations: Public Health, Public Safety Agencies, hospitals, Critical Infrastructure Agencies, other disaster service workers and elected officials.  Dispensing antibiotics to the aforementioned as early as possible will maintain critical infrastructure so that the dispensing of antibiotics can be delivered to the general public. 
The second tier focuses on getting antibiotics to the general public within 48 hours.  It uses two primary strategies—“pull” and “push” strategies. Local Public Health’s pull dispensing strategy involves opening several public point of dispensing (PODs) sites to “pull” people to where they can pickup antibiotics for themselves and others. The PODs will be throughout the County with the goal of dispensing free antibiotics to 1200-2000 people per hour. Setting up these PODs will be a massive undertaking and will require hundreds of staff and volunteers. When a public health emergency is declared by County and State officials, this may allow non-medical employees and volunteers to dispense antibiotics to the population under the guidance and supervision of the local health department.
The “push” dispensing strategy involves delivery or pick up of antibiotics to cooperating organizations such as businesses, nursing homes or other places where people are already grouped, i.e. Closed PODs.  Dispensing through these organizations helps to reduce the load on public PODs.  The Sarpy/Cass Health Department will provide free antibiotics to all Closed PODs who have a Memorandum of Understanding (MOU) with the health department.
This two-tiered response plan will be complemented by up-to-date information and instructions to the public through media and public outreach sources throughout the emergency.
Preparation to respond to a large-scale infectious disease emergency is part of state and local comprehensive emergency preparedness efforts to address a wide variety of disasters or hazards, both natural and man-made.  
1.2 The Problem

The goal of the two-tiered response plan is to dispense antibiotics to more than 200,000 Thousand people across the counties of Sarpy and Cass within 36 hours. This is a major challenge and Public Health cannot meet this challenge alone. 
1.3 The Solution

The solution is for Sarpy/Cass Health Department to develop partnerships to help rapidly dispense antibiotics. Local Public Health officials have been working diligently on the operations and staffing plans for their PODs. Getting antibiotics to the public—particularly to residents that cannot or are unlikely to use PODs and to large numbers of employees through large businesses—requires partnership with agencies and organizations like yours.

To successfully dispense antibiotics to everyone in the event of a biological or public health emergency, we will need to be sure everyone knows the following.

· Antibiotics prevent disease.
· Pills for all. Local Public Health will make antibiotic pills free and easily available to everyone who needs them.
· Pills everywhere. Local Public Health will open “Points of Dispensing,” or PODs, all over the county to dispense these free antibiotics.
· Do-it-yourself dispensing. Organizations and workplaces can help get antibiotics to the public by signing on to the Closed POD Program and dispensing antibiotics to their employees and their families. 
1.4 How the Closed POD Program Works

The first step is to sign a Memorandum of Understanding (MOU).  You can do this by first meeting with the State and Local SNS Coordinators to discuss the Closed POD Program and how it may fit into your Continuity of Operations Planning (COOP). Once all parties are comfortable with the arrangements of the program, the organization’s leadership members and the local district public health director sign the MOU designating both parties’ expectations.  
Once registered, the organization will undergo an assessment to assist in determining the best location within the facility that will serve as a dispensing site.

The third step is to create a dispensing plan. A Dispensing Plan Template has been created to assist in the development of an organization’s dispensing plan. This Closed POD Kit will assist in creating a dispensing plan and in carrying out the responsibility of a Closed POD. 

In addition to being part of a local solution, there are other benefits to being a Closed POD: the organization will provide a valuable and appreciated service to your employees and their families and you will have the added assurance that your employees will come to work thus improving your continuity of operations.  

1.5 Closed POD Kit Purpose and Contents

The purpose of the Closed POD Kit is to provide an overview of the Closed POD Program and a detailed description of how to implement the program. The kit will provide guidance on how to prepare your organization to be a Closed POD, how to get the antibiotics once an event occurs, how to dispense the antibiotics, and what information needs to be reported to the Sarpy/Cass Health Department.  Additionally, the kit includes necessary forms, informational materials, and job action sheets.

The following is an outline of information that is provided on the remaining pages.

· Section 2:  Dispensing Plan

· Section 3:  Getting Antibiotics

· Section 4:  Dispensing Antibiotics

· Section 5:  Reporting and Returning Leftover Antibiotics

· Section 6:  Contact Information

1.6 Emergency Authorization

If the infectious disease emergency is so great that a “push” is needed, a public health emergency will be declared, and special emergency protocols will be put into place which may suspend existing regulations or take whatever other actions may be necessary to preserve life and health.
During a declared emergency, the State of Nebraska will rely on a Declaration from the Governor which could enable antibiotic dispensing by non-licensed and non-medical personnel. This information will be communicated to the local health districts so as to inform all Closed PODs who may not have medical personnel available to dispense.
Section 2:  Dispensing Plan

2.1 Creating Your Dispensing Plan

Once an organization has signed on as a Closed POD they can then begin preparation of their organization for dispensing antibiotics in a large-scale infectious disease emergency by creating a dispensing plan that addresses the organization’s specific needs. Each organization is unique in the number and type of its employees and in its business operations and/or the type of services offered and clients served.  All of these factors will affect how you go about dispensing antibiotics to your employees.
The Sarpy/Cass Health Department Emergency Preparedness Program has developed a Closed POD Planning Template to assist you in creating your dispensing plan. The organization’s plan will describe how they will prepare to dispense antibiotics. It will include the following sections: 

· Identification of a Closed POD Coordinator and two backup coordinators.

· Information regarding to whom you will dispense antibiotics.

· Information on medical staff.

· Communications—before, during and after an emergency.

· Preparing to receive and dispense antibiotics.

· Receiving and managing inventory.

· Screening for and dispensing antibiotics to employees and their families (on-site dispensing).

· Providing additional employee protection, if needed.

· Screening for and dispensing antibiotics to the public (if applicable).

· Final reports and returning leftover antibiotics when the emergency is over.

· Wrap-up (demobilization)
· MOU
Once your organization has a signed an MOU and completed a dispensing plan, you will be an official Closed POD.  The information you provide will enable the Sarpy/Cass Health Department and DHHS to ensure that your organization is prioritized for receiving an adequate supply of antibiotics. 

1.  Closed POD Coordinator and Two Backup Coordinators

In this section of the dispensing plan, a Closed POD Coordinator will need to be identified for the organization and contact information provided to the Local SNS Coordinator. Also, two additional coordinators should be identified to assist in the development of the plan and able to coordinate the project if the primary Closed POD Coordinator is unavailable. 
2.  Information Regarding: To Whom You Will Dispense Antibiotics

In this section of the dispensing plan, please indicate to whom you will dispense antibiotics (employees and family members) and provide an estimate of the numbers of employees and employee family members – both adults and children. You may include independent contractors under the number of employees, if you wish. This will enable the Sarpy/Cass Health Department to estimate the amount of antibiotics you will need to receive. These numbers may change over time. You can update your plan whenever there is significant change in your organization and provide the updates to the Local SNS Coordinator.

3.  Information on Medical Staff

In this section of your dispensing plan please indicate whether or not your organization has medical personnel on staff. If so, indicate what types of medical staff, i.e. nurse practitioner, nurse, or doctor.  Having medical personnel on staff is not a requirement for dispensing antibiotics in a public health emergency.

4.  Communications with Your Employees and Clients

As a Closed POD, it is important to communicate with your employees before the event, during the event, and after the event.  

Before the event, communicate with your employees about:

· Basics of the Closed POD Program.
· Your organization’s dispensing plan.
· Roles and responsibilities of employees in an emergency involving Closed PODs. 
· Basics on how antibiotics will be dispensed to employees, their family members, and (if applicable) the public.
· The importance of knowing/keeping a list of any drugs they are allergic to or have been told not to take, and of medicines they are taking
· Information they should bring when the antibiotics are dispensed to assist in screening for possible allergies and/or contraindications—to make sure each person gets the best antibiotic for him/her.
· How they can stay informed (e.g., radio and TV).

It is recommended you share your dispensing plan with employees who will have key roles during an emergency.

During the event, communicate with your employees and their families about:

· Where and when to report to work.

· Their Closed POD jobs and how to perform those jobs.

· Where and when they will receive their antibiotics.

· What information they should have in order to receive their antibiotics.

· Drug information sheets for antibiotics, including what they should do if they have a negative reaction to the antibiotic.

· How they can stay informed about the emergency.

After the event, you may communicate with your employees about:

· Taking the recommended course of antibiotics

· The importance of taking the complete course drugs they were given (until they are finished) unless otherwise directed by the Health Department
· The outcome of your organization’s dispensing effort.

· Any questions or concerns they may have and how to find further information, as needed.

In this section of the dispensing plan, briefly describe how these communications will occur and who will be responsible for them.

5.  Preparing To Receive and Dispense Antibiotics

The four key preparation activities are 1) receiving antibiotics; 2) getting materials ready that are needed when dispensing the antibiotics; 3) getting sites and vehicles (if needed to deliver antibiotics to another work site) ready; and 4) preparing employees for Closed POD jobs.

Receiving antibiotics is described in detail in Section 3 of this guidance document. In the dispensing plan, please indicate a specific address for the delivery of the antibiotics once an emergency has been declared. 

Getting materials ready involves copying enough required materials for the number of people to whom you will be dispensing antibiotics. In this section of your dispensing plan, indicate how you will copy and organize the needed forms. Some of these materials will be given to you either when the antibiotics are delivered or just prior to the delivery. Some of the materials may be given to you ahead of time. The materials include:

· Antibiotic Inventory Form
· Screening Form
· Drug Information Sheets 
· Job Assignment Form and Job Action Sheets 
· Closed POD Final Summary Form 

The number of Antibiotic Inventory Forms required will depend on the volume of antibiotics dispensed.  

The Sarpy/Cass Health Department utilizes Dispense Assist, and online screening form program. Links to this program will be provided to your organization. The form is a single-person form. You will need to have a screening form for each person receiving an antibiotic. 
You should have multiple copies of Drug Information Sheets available for distribution.  This information will also be publicized widely on Sarpy/Cass Health Department website and in the media (TV, radio and newspapers). Nevertheless, DHHS recommends that Drug Information Sheets be given to everyone. 
The Job Action Sheets are designed to assist your organization in carrying out Closed POD responsibilities. The Job Action Sheets is where you can identify your organization’s job assignments for Closed POD responsibilities.  Four job action sheets are included, 1) Closed POD Coordinator, 2) Inventory Tracker, 3) Greeter, 4) Dispenser. These four job action sheets cover all Closed POD organization responsibilities. You can estimate the number you will need to copy by identifying the number of employees that will be involved in each position in the event of an emergency.

The Closed POD Final Summary Form should be completed when you finish dispensing antibiotics.  It provides a brief summary of your Closed POD effort.

All of the required forms available should be filed with your dispensing plan in an easy-to-access location.

Signs for identifying registration, screening, and dispensing locations are not included in this kit. Examples of signs are available from Sarpy/Cass Health Department upon request. They are only needed if you have a large number of employees or clients to whom you will be dispensing antibiotics at a specific location. They can be used to help direct people to the right places in the appropriate sequence.

Getting site(s) and vehicle(s) ready involves identifying a site(s) and the vehicle(s) (if delivering antibiotics to other sites) and determining what you will need to get the sites ready to dispense antibiotics. You will need to determine how many copies of the required forms you will need per site and arrange a vehicle to deliver them to the site(s).

Getting staff ready involves describing how you will select and prepare employees for their Closed POD responsibilities.

6. Receiving and Managing Ongoing Inventory

In this section, identify the person authorized to accept and sign for the antibiotics and where you plan to store them.  Also, identify who will be assigned to managing the initial and on-going inventory. Positions can be indicated, however, specific names of employees are not required.

7.  Screening for and Dispensing Antibiotics to Employees and their Families

As a Closed POD, one of the main priorities is to protect your employees and their families. As soon as the antibiotics are in your possession you may begin to dispense to your employees. This will allow employees to volunteer at public dispensing sites, if they like, and dispense antibiotics to potentially exposed individuals without having to worry about their own risk and give them peace of mind, knowing that their family members are protected.

When you organize dispensing to employees and their family members, it will be important to dispense to those employees who will be dispensing antibiotics to other employees first.
Section 4 of this Push Kit describes what is involved in screening for and dispensing antibiotics in detail.  In this section of your dispensing plan you will respond to template questions and describe how you will screen for and dispense antibiotics to your employees and their family members.

8.  Providing Additional Employee Protection (if needed)

In this section of your dispensing plan, all you will need to do is indicate you will follow SCHD advice at the time of the emergency, if any additional protection beyond taking the antibiotic is recommended.

9.  Final Report and Return of Leftover Antibiotics When the Emergency is Over

DHHS and SCHD have tried to keep Closed POD reporting requirements to a minimum.  They are described in detail in Section 5 of this Push Kit.  For your dispensing plan, all you will need to do is respond to questions in this section of the template.

10.  Wrap-Up with DHHS 
In this section you will not need to respond to any questions. DHHS and SCHD simply indicate they will contact you via email after the emergency is over and all leftover antibiotics and completed forms are returned.  At a later time, DHHS or SCHD may contact you for feedback to assist in evaluating the Closed POD Program.

Section 3:  Getting the Antibiotics

3.1 Step 1: Get Information

In the event of a large-scale infectious disease emergency, information will be available on local radio and television stations.  You will also be able to find more detailed information on the SCHD website.
Once you have registered as a Closed POD and submitted your completed dispensing plan, you can expect to receive email to the email address(es) you specified at the time of registration.  After an emergency has been declared, SCHD will contact you to let you know whether or not the Closed POD Program will be activated and when you will next hear from SCHD.  If Closed PODs are to be activated, this is when you can begin to activate your dispensing plan.

Ongoing information will be made available through the SCHD website.
3.2 Step 2: Request Antibiotics

Submitting your completed Dispensing Plan in addition to signing an MOU officially signs your organization up to receive antibiotics. Once we determine that we will need to open PODs, you will be contacted to confirm that you are still able to participate in dispensing antibiotics, to confirm the numbers of antibiotics needed, and to let you know when and where to pick up the antibiotics. 

Your estimated numbers of employees, employees’ family members, and if applicable, the public, will determine how many courses of antibiotics are allotted for your organization. Ideally, your estimates will be accurate and you will receive an adequate supply. If it is clear that demand is surpassing your supply, try to request additional antibiotics before you run out. This way you are less likely to be in a position where you must stop operations and wait for additional antibiotics.  If you need to request more antibiotics, estimate the number of courses you will need of each type of antibiotic that was in your initial supply; then call the SCHD at a designated number with your request. 
After you have made the request, the SCHD Distribution Manager will determine how quickly the antibiotics can be picked up by your organization and will call back the designated contact person, (your Closed POD Coordinator), with the estimated pick up time.  It is possible, though unlikely, that all requests will not be able to be filled, or will only be partially filled.  In this case, the SCHD Distribution Manager will contact your organization with that information and will suggest alternative sites where your clients will be able to go to get antibiotics.

3.3 Step 3: Prepare to Dispense Antibiotics—Set-Up Logistics

Review your dispensing plan!

Communicate! The first stage of preparation is to communicate.  Tell your employees, you will be dispensing antibiotics and advise them to bring a list of medications they take (this includes prescription and non-prescription) and information on any known drug allergies. Let them know how you plan to dispense antibiotics once they are delivered and your proposed schedule. It is possible to email the screening form to employees or for employees to access the screening form on the website, so they will know exactly what questions will be asked and they can come with their forms already completed, if they choose to do so.

There are two possible ways you will be dispensing antibiotics:  1) on-site dispensing (for all employees and possibly the public), and 2) delivery dispensing (taking the antibiotics to your employees).

	On-Site Dispensing 

	Tell your employees where and when to come. 

	Everyone:  Ask employees to bring/have ready a list of medications (prescription and non-prescription) being taken by family members and of any known drug allergies of every person that will get a course of antibiotics.

	Everyone:  Each person will need to fill-in an antibiotic screening form and will receive a supply of antibiotics, or other recommended to be taken twice a day for a specified number of days.


Note: Make sure your employees who will be dispensing antibiotics to others are the first to receive antibiotics for themselves and their family members.  Once employees have taken their first dose, they can then provide antibiotics to others.
Copy dispensing materials!  You will need to make copies of the inventory forms and drug information sheets. In an effort to support your employees in the tasks they will be doing, make copies of the Job Action Sheets for them.  The goal is to have everything prepared so when the antibiotics arrive you can start dispensing right away.

Get site(s) and vehicle(s) ready!  You will need to prepare site(s) and vehicle(s), if you are delivering antibiotics to other site locations, for screening and dispensing.  Prepare the designated space(s) and make sure an adequate number of the dispensing-related forms are taken to the site(s).

Prepare staff for Closed POD responsibilities!  Employees need to get ready to perform their assigned functions, whether helping clients fill out the screening forms, answering questions, dispensing the antibiotics at a specific site, or delivering antibiotics.  If possible, there should be someone who is not dispensing antibiotics to keep track of the antibiotics, the inventory and the forms (possibly the Closed POD Coordinator).  If these responsibilities are not managed by the coordinator, it will be important to inform the Closed POD Coordinator if more antibiotics need to be ordered.

Accept the antibiotics and Take the initial inventory!  A representative from your organization will need to pick up the antibiotics. SCHD will give you the location where the pickup can be made.  The Closed POD Coordinator (or designated employee) would need to sign for the order. The antibiotics will be accompanied by an inventory sheet or bill of lading and will be in unit-of-use bottles with the bottles packed into boxes. Your organization will receive one or more boxes, depending on the number of employees, employees’ family members, and if applicable, the public to whom you expect to dispense antibiotics.  

Once the order is formally accepted, the boxes of antibiotics should be taken to a secure location (at a minimum, a locked room) and kept away from extreme heat or cold.  Generally, no more than one box of each drug type should be opened and in use at the dispensing sites or for deliveries to clients at any given time.

When the antibiotics have been placed in a secure location, the employee assigned to perform the initial inventory should use the inventory forms available in the Push Kit to take a starting inventory of the antibiotic supply. Begin by matching the inventory form to the drug listed on the box.  Fill in the top of the form with your organization’s information. Then fill in the information for each column: time, quantity in, courses per box, lot number, quantity distributed, and quantity remaining. The lot number and the number of courses (units of use) per box are found on the box.  

This initial inventory form will then be used to track inventory at various points in the dispensing period. Once complete, the inventory forms should be signed by the person who took the inventory and the Closed POD Coordinator.  SCHD will require copies of all inventory forms when emergency dispensing has been completed.

Section 4:  Dispensing the Antibiotics

4.1 Screen for Appropriate Antibiotic

SCHD requires each person who receives antibiotics from a Closed POD to fill out an antibiotic screening form. Employees who are picking up antibiotics for family members need to complete a screening form for each family member. This is important for quality control. Screening is critical to ensuring that people get the antibiotic that is best for them.  In addition, the completed screening forms become a record for SCHD of the medications dispensed to each individual by Closed PODs in an emergency. In some instances screening requirements may be waived if warranted by doctors because of risk or urgency.
	On-Site Dispensing 

	Signs can be posted if you think you will be dispensing to large numbers of people and it would help with ‘traffic control.’

	A completed screening form is required for everyone that gets an antibiotic.

	Some employees and, if applicable, the public, may need help completing screening forms.  Prepare employees to offer this assistance to people who have low vision, difficulties reading and writing, or who need interpreters.  


Completed screening forms must be kept for each and every person to whom you dispense antibiotics.  These forms will be given to the local health district after all antibiotics have been dispensed.

4.2 Tips on Screening 
The screening process is important.  It is how you determine which antibiotic to dispense
The SCHD will provide pill crushing instructions and dosing charts that can be given with the antibiotics to the parents to dispense antibiotics to children, who are under age 18 and weigh less than 73 pounds.
The Dispense Assist screening form program automatically determines which antibiotic, if any, a person is allowed to receive.  The preferred antibiotic to dispense will be printed on the top of the form as an entire name, i.e. “Doxycycline”, and a large letter “D”.  This is the antibiotic you will be dispensing to this person.  If a “Do Not Dispense” and an “X” appears, this person is not eligible to receive any antibiotic at your Closed POD.  Refer this person to his/her medical provider to discuss antibiotic options.
The screening directions that follow reflect the prioritization of doxycycline as the default drug for prophylaxis.

Step 1:  Determine if person seeking antibiotics has any of the following:
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Medical Information
Circle One:

1.  Is this person allergic to Doxycycline, Tetracycline or any other 
Yes        No

     “cycline” drugs?

    1a.  Has this person experienced respiratory (breathing) or cardiac 

Yes        No
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           (heart) arrest after taking this medication?  

2.  Is this person pregnant?
Yes        No

3.  Is this person allergic to Ciprofloxacin, Levoquin or any other 
Yes        No
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     “floxacin” drug?

    3a.  Has this person experienced respiratory (breathing) or cardiac 
Yes        No

            (heart) arrest after taking this medication?  

4.  Is this person both less than 73lbs and less than 18 years old? 
Yes        No


5.  Does this person have difficulty swallowing pills?


Yes        No

6.  Does this person have seizure disorder or epilepsy?
Yes        No

7.  Is this person currently taking Tizanidine (Zanaflex)?
Yes        No

8.  Does this person have renal (kidney) disease?
Yes        No 

Step 2:  Evaluate for Doxycycline – review questions 1, 1a and 2.
NO to 1 and 2:  Highlight “D” in upper left hand corner.

Send to Dispenser.

NO to 1a and 2:  Highlight “D” in upper left hand corner.


Send to Dispenser.
YES to Questions 1a or 2: Evaluate for Ciprofloxacin
Step 3:  Evaluate for Ciprofloxacin – review questions 3 - 8:


NO to ALL questions:  Highlight “C” in upper left hand corner.


Send to Dispenser.

Step 4: Evaluate and review questions 1-3 to the following: 
YES to ANY questions: Highlight “X” in upper left hand corner 

Do not send to dispensing. Refer to personal physician or refer on site medical station, if available.
4.3 Dispense Appropriate Antibiotics and Drug Information Sheets

Once you have determined the appropriate antibiotic in the screening process, you will be giving the client a 10-day supply bottle or blister pack of pills.

Be prepared to give the appropriate drug information sheet with the antibiotics.  However, it may not always be necessary to do this. Here are some tips for determining how to distribute the drug information sheets:


1. Retrieve medication being assigned. 
2. Write client’s first name and last initial on lid of medication bottle. Use a marker.
3. Remove top label from medication bottle. Place label on screening form where indicated. Place medication in bag.
4. Give client the information packet and medical referral slips, if necessary.  Remind client to review disease, drug and dosing and crushing instructions.
· Includes drug information sheet: antibiotic drug information sheets on legal size paper (one-sided) or back-to-back on letter size paper
· For employees who are picking up medications for family members, it is only necessary to give one drug information sheet for each drug they are picking up for someone in their family. There is no need to give multiple sheets for the same drug.
5. Collect voucher and check box for medication being provided.
· For people you do not give the antibiotic drug information sheet to, inform them that they should go to the SCHD website, watch the news, read a newspaper, or listen to the radio for more information about the antibiotics they have just received. 

· If after receiving the sheet and reading it over, they feel like they have received the incorrect antibiotic, they should contact their primary care providers, rather than ask you for the other drug.  They should not stop taking the drug you initially dispensed unless they are having an allergic reaction to it.

Current plans are to dispense a 10-day supply of antibiotics to each person. It is possible that SCHD will determine that everyone needs an additional 50-day supply. As a Closed POD, these are your options for assisting employees, their family members, and the public (if applicable) in getting the additional antibiotics in the event it is recommended by the SCHD.

· If your organization dispensed antibiotics to able-bodied people who have no difficulties leaving their homes and who would go to a POD, your organization can resume normal operations and direct the people to whom you dispensed the first 10-day of antibiotics to visit a POD for their additional supply of antibiotics.
· If your organization dispensed antibiotics to people who are unlikely to go to a POD even if you recommend they do so you have the following options. 

· Your organization can choose to dispense an additional 50-day supply of antibiotics in the same way you dispensed the initial 10-day supply. In this case, call the SCHD Distribution Manager and inform them of your intention to do this so that a pickup time can be set up. 

4.4 Take Ongoing Inventory

Take ongoing inventory throughout the dispensing period. Use the inventory forms. These inventory forms are designed to track the large boxes containing individual courses of antibiotics that were delivered to your organization. There also is an Antibiotic Control Form for Dispensers can be used by dispensers that are delivering antibiotics off-site.  This form is designed to track courses, or unit-of-use bottles, of antibiotics.

When taking inventory, match the inventory form to the drug listed on the box. Fill in the top of the form with your organization’s information, and then fill in the information for each column: time, quantity in, courses per box, lot number, quantity distributed, and quantity remaining. The lot number and the number of courses per box are found on the box. The inventory forms, once all filled in, need to be signed by the person who took the inventory and the Closed POD Coordinator. Dispensers, who are delivering antibiotics, should fill in all of the columns on the Antibiotic Control Form for Dispensers.

Inventory needs to be taken at regular intervals during the time you are dispensing antibiotics. How often you do this will depend on the size of your dispensing operation.  It may be every hour, it may be twice a day, or it may be somewhere in between. Your organization will need to make this decision based on how quickly you are running through your supply of antibiotics. All inventory forms must be kept. Copies will need to be returned to SCHD.
Section 5:  Reporting to SCHD and Returning Leftover Antibiotics

5.1 What to Report

Closed PODs are required to report to the Sarpy/Cass Health Department during the emergency, and at the end of dispensing time.

During the emergency 

When you are dispensing antibiotics, SCHD will ask you to report your status as directed at the time of the emergency. Typically, such reporting will involve a phone conversation between your organization’s Closed POD Coordinator and SCHD.

SCHD will be interested in:

· Dispensing progress. Are there any problems? 
· Interim inventory results. When was your last inventory completed? How many boxes of antibiotics do you still have? Do you anticipate needing more antibiotics?

The frequency of reports during the emergency is likely to be influenced by 1) the size of your organization and the numbers of employees, employees’ family members, and clients to whom your organization expects to dispense, and 2) the extent to which trouble shooting is needed to assist your organization in effectively dispensing antibiotics.  

After the emergency
When you have completed all antibiotic dispensing, you will need to:

· Take a final inventory.
· Copy all inventory forms—from the time of the initial to the final inventory. 
· Collect all original screening forms—completed by all recipients of antibiotics.
· Complete the Closed POD Final Summary and Participant Feedback Form. This form is brief.  
· It has tables to show:
· The number of employees and their family members and number of clients screened the numbers you gave antibiotics to and the number of people you screened, but were not able to give antibiotics and had to refer to a POD or personal provider.
· The number of doses of antibiotics you have dispensed. 
· It has a checklist for you to confirm types of clients that received antibiotics.

This information helps SCHD keep track of the numbers and types of people who received antibiotics from Closed PODs.  Also, it provides information on the distribution of antibiotics.
5.2 How to Return Leftover Antibiotics and Submit Reports

Once you have finished dispensing antibiotics, your organization’s Closed POD Coordinator should call SCHD to tell them you have finished dispensing and will now prepare the information identified in 5.1 above. At that time, SCHD will make arrangements to return the unused antibiotics.
Leftover Antibiotics

Leftover antibiotics may be requested to be returned.

To prepare leftover antibiotics for return:
· Do not open any boxes that have not previously been opened.  

· Place any bottles of antibiotics that have been taken out of the boxes in the appropriate boxes based on type of drug and lot number. 

· Write the number of courses or unit-of-use bottles left in each opened box on the top of the box. 

· Tape any opened boxes closed.

· Take a final inventory and have the Closed POD Coordinator sign it. 

· Give a copy of the final inventory with all antibiotics to be returned
· Your organization should keep a copy of the final inventory for your records 

Final Inventory 

Shortly after any leftover antibiotics are retrieved, your Closed POD Coordinator should fax a copy of the final inventory to Sarpy/Cass Health Department.
Closed POD Final Summary Form, Antibiotic Screening Forms and Inventory Forms

Organize materials to be returned as follows:

· Place the completed Closed POD Final Summary Form on the top.
· Place all completed antibiotic screening form originals next.
Make sure your organization’s Closed POD identification number is on each form (best done prior to copying the forms for dispensing). You may copy screening forms for your files, if you would like.
· Clip copies of all completed inventory forms—from initial inventory upon arrival of the antibiotics at your organization to the final inventory—together and place on the bottom.
· Place these materials in envelope(s). Seal all envelope(s). Deliver to Sarpy/Cass Health Department, Attention Brittney Hensley, 701 Olson Drive Stu.101 Papillion NE, 68046.
5.3 Wrap-Up 

Sarpy/Cass Health Department will contact you via email after the emergency is over and all leftover antibiotics and completed forms have been returned.  

After all of your organization’s reports have been turned in and leftover antibiotics returned, SCHD will call your Closed POD Coordinator if there are any questions, discrepancies, or things that need clarifying. 

At a later time, SCHD district may contact you for feedback to assist in evaluating the Closed POD Program.

Section 6:  Contact Information

6.1 Sarpy/Cass Health Department Emergency Preparedness Closed POD Program Planners

Brittney Hensley Emergency Preparedness Coordinator

Sarpy/Cass Health Department 
701 Olson Drive, Ste. 101 Papillion NE, 68046

bhensley@sarpycasshealth.com

Toll Free 1-800-645-0134
Office      402-339-4334 x 6972
Fax
    402-339-4235
Cell          402-800-7447
Jenny Steventon 

Sarpy/Cass Health Department 
701 Olson Drive, Ste. 101 Papillion NE, 68046
jsteventon@sarpycasshealth.com

Toll Free 1-800-645-0134
Office      402-339-4334 x 6969
Fax
    402-339-4235







NO to 1a-2 give Doxy (D)





Yes to 1a or 2 review 3-8











3a-8 No to ALL give Cipro (C)





3a-8. Yes to ANY DO NOT DISPENSE (X). Refer to Medical Advisor or Health Care Provider
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