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	IQRC Group Supervisor RESPONSIBILITIES

	IQRC LOCATION

& SHIFT:


	
	

	REPORTS TO:


	Operations Section Chief
	(WRITE NAME)
	

	DIRECT REPORTS:


	IQRC Logistics Lead
IQRC Operations Lead

Runner
	(WRITE NAME)
	

	FUNCTIONAL AREA:
	IQRC

	Primary Job Responsibilities: 
· Organize activation, operation, and deactivation of the IQRC operations which monitor cases in isolation or contacts in quarantine.                      
· Participate in planning for activation, deactivation, and redeployment. 

During all phases of IQRC operations:

· Maintain communication with Operations Section Chief 

· Maintain communication with Direct Reports

· Supervise Direct Reports

· Maintain communication plan with Risk Communications Liaison. 
· Maintain communications with isolation and quarantine facility operations as delegated by PH EOC
· Responsible to assure communication with all involved Liaisons, including delegation of communication plans to IQRC staff according to operation level 
· Assure IQRC operation compliance with applicable PHSKC policies, guidelines and protocols such as: HIPAA, WACs, media, emergency plans, communicable disease practice, patient care
· Evaluate, adapt, and implement IQRC operations.

· Assure resources available to fulfill operations. 

 Prior to activation:
· Review all work activities of Direct Reports. 
· Initiate and follow communication plan with IQRC Logistics and IQRC Operations Leads

· Prioritize activation activities based on anticipated case/contacts and staffing needs

· Assure IQRC activation process with IQRC Logistics and IQRC Operations Leads

· Delegate communication with building facility liaison to IQRC Logistics Lead 

· Review and approve location condition report and plan to remedy any deficits as evaluated by IQRC Logistics Lead 

· With IQRC Logistics Lead, review site security plan and implementation. 
· Identify key communication liaisons and plan for allocation.  
· Initiate communication plan between community partners (211), and other partners brokering resources, and IQRC Operations Lead. 

 During IQRC Activation: 

· Assure current updates about operations and report pertinent information to Operations Section Chief 

· Compile and present End of Shift Reports

 After IQRC Activation:

· Assure deactivation of IQRC activities including holding ultimate accountability for the transition of all continuing cases and contacts to CD-Epi 

· Prepare After Activation Report to Operations Section Chief.

· In coordination with IQRC Logistics and IQRC Operations Leads, plan for possibility of extended or reconvened activation.

· Assure closure of IQRC with hosting facility liaison.




	IQRC LOGISTICS LEAD RESPONSIBILITIES

	IQRC LOCATION

& SHIFT:


	
	

	REPORTS TO:


	IQRC Group Supervisor
	(WRITE NAME)

	DIRECT REPORTS:


	Personnel Lead

Supply Lead

Technical Support Lead
	(WRITE NAME)

	FUNCTIONAL AREA:
	IQRC

	Primary Job Responsibilities: 

· Organize activation, operation, and deactivation of the IQRC location, equipment, supplies, and personnel. 

· Participate in planning for activation, deactivation, and redeployment. 

During all phases of IQRC operations:

· Maintain communication with IQRC Group Supervisor

· Assure personnel, supplies, and technology support for IQRC operations.
· Coordinate with host facility liaison as directed by IQRC Group Supervisor.

· Maintain supervision and communication with Direct Reports 

 Prior to activation

· Review all work activities of Direct Reports
· Complete location condition report and review remedy plan with IQRC Group Supervisor

· Assess, develop security plan and implement after review with IQRC Group Supervisor for approval 

· Maintain communication plan with Personnel, Supply, and Technical Support Leads.

· Delegate work and resources to Leads

· Solve logistics problems in IQRC 

· Identify and report problems to IQRC Group Supervisor

During Activation: 

· Oversee management of resources and personnel 

· Assure coordination of PH EOC for planning, logistics, administration/fiscal support 

· Assure documentation of all actions, orders, and deliveries
· Compile and present End of Shift Reports

 After IQRC Activation:

· Assure disbursement supplies and equipment 

· Coordinate with IQRC Case-Contact Lead to assure breakdown of IQRC

· Prepare After Activation Report to IQRC Group Supervisor. 

· In coordination with IQRC Group Supervisor and IQRC Case-Contact Lead, plan for possibility of extended or reconvened activation.




	IQRC operations LEAD RESPONSIBILITIES

	IQRC LOCATION

& SHIFT:


	
	

	REPORTS TO:


	IQRC Group Supervisor
	(WRITE NAME)
	

	DIRECT REPORTS:


	Case-Contact Lead

Resource Lead

IQRC Field Coordination Lead

Clerical Lead 
	(WRITE NAME)
	

	FUNCTIONAL AREA:
	IQRC

	Primary Job Responsibilities: 

· Manage IQRC operations to monitor cases or contacts 

 During all phases of IQRC operations:

· Maintain communication with IQRC Group Supervisor

· Assure operations for isolation and quarantine. 

· Maintain supervision and communication with Direct Reports
· Identify and resolve problems, reporting unresolved problems 

· Assure currency and accuracy of all case and contact data bases including:

· CD-Epi and IQRC 

· IQRC and resource brokers
 Prior to activation

· Review work activities of Direct Reports
· Establish communication plan with Case-Contact, Resource, IQRC Field Coordination, and Clerical Leads. 

· Identify and report problems to IQRC Group Supervisor

· Work with IQRC Logistics Lead to assure set up of IQRC 

· Delegate communication to Leads which facilitates coordination with CD-Epi, Medical, Clinical Practice, and Legal liaisons.

· Assure establishment and delegation of communications pathways Resource Lead and community partners for resource brokering

 During Activation: 

· Prepare interim and End of Shift Reports for IQRC Group Supervisor

· Consult regarding operations problems, and report unresolved problems
 After IQRC Activation:

· Assure all documentation intact and forwarded to designated endpoints.

· Assure breakdown of IQRC in coordination with IQRC Logistics Lead

· Assure communication links with community partners and internal PH EOC partners are concluded.

· Prepare After Action Report to IQRC Group Supervisor

· In coordination with IQRC Group Supervisor and IQRC Logistics Lead plan for possibility of extended or reconvened activation.




	runner RESPONSIBILITIES

	IQRC LOCATION

& SHIFT:


	
	

	REPORTS TO:


	IQRC Group Supervisor
	(WRITE NAME)
	

	DIRECT REPORTS:


	n/a
	(WRITE NAME)
	

	FUNCTIONAL AREA:
	IQRC

	Primary Job Responsibilities: 

Perform tasks as assigned by IQRC Group Supervisor

 

During shift:

 Perform activities delegated by IQRC Group Supervisor 

 Report unresolved problems to IQRC Group Supervisor.




	Risk communications Liaison RESPONSIBILITIES

	IQRC LOCATION

& SHIFT:


	
	

	REPORTS TO:


	Own supervisor
	(WRITE NAME)
	

	DIRECT REPORTS:


	n/a
	(WRITE NAME)
	

	FUNCTIONAL AREA:
	Telephone, communication, or on site IQRC

	Primary Job Responsibilities: 

· Provide liaison capacity between IQRC and PH EOC Risk Communications to assure accurate dissemination of information 

 

During activation

· Establish communication plan with IQRC Group Supervisor

· Assure that IQRC staff have most up-to-date public information and correct resources for public information access

· Relay important information to Risk Communication obtained from the public obtained through IQRC operations. 

· Provide assistance and liaison to assure media policy is followed  

· Provide assistance with VIP visits to IQRC site.

· Prepare End of Shift Report to IQRC Group Supervisor

 

After activation

· Contribute to After Activation Report 




	CD-EPI liaison RESPONSIBILITIES

	IQRC LOCATION

& SHIFT:


	
	

	REPORTS TO:


	Own supervisor
	(WRITE NAME)
	

	DIRECT REPORTS:


	n/a
	(WRITE NAME)
	

	FUNCTIONAL AREA:
	Telephone, communication, or on site IQRC

	Primary Job Responsibilities: 

· Provides primary liaison between IQRC and Communicable Disease section  

During activation

· Responsible to maintain data base of cases in isolation and contacts in quarantine, for activation, maintenance, and deactivation

· Provides communicable disease subject matter expertise




	medical liaison RESPONSIBILITIES

	IQRC LOCATION

& SHIFT:


	
	

	REPORTS TO:


	Own supervisor
	(WRITE NAME)
	

	DIRECT REPORTS:


	n/a
	(WRITE NAME)
	

	FUNCTIONAL AREA:
	Telephone, communication, or on site IQRC

	Primary Job Responsibilities: 

· Provide liaison to IQRC for medical and clinical expertise. 

 

During activation

· Provide medical and clinical expertise on consultation basis




	clinical liaison RESPONSIBILITIES

	IQRC LOCATION

& SHIFT:


	
	

	REPORTS TO:


	Own supervisor
	(WRITE NAME)
	

	DIRECT REPORTS:


	n/a
	(WRITE NAME)
	

	FUNCTIONAL AREA:
	Telephone, communication, or on site IQRC

	Primary Job Responsibilities: 

· Provide liaison IQRC and CHS for practice expertise. 

 

During activation

· Provide practice expertise on consultation basis




	legal liaison RESPONSIBILITIES

	IQRC LOCATION

& SHIFT:


	
	

	REPORTS TO:


	Own supervisor
	(WRITE NAME)
	

	DIRECT REPORTS:


	n/a
	(WRITE NAME)
	

	FUNCTIONAL AREA:
	ODIR; Telephone, communication, or on site IQRC

	Primary Job Responsibilities: 

· Provide liaison between IQRC and legal team for legal issues for cases in isolation or contacts in quarantine 

 

During activation

· Provides legal subject matter expertise

· Consult with IQRC about management of individual persons in isolation or quarantine




	Environmental liaison RESPONSIBILITIES

	IQRC LOCATION

& SHIFT:


	
	

	REPORTS TO:


	Own supervisor
	(WRITE NAME)
	

	DIRECT REPORTS:


	n/a
	(WRITE NAME)
	

	FUNCTIONAL AREA:
	Telephone, communication, or on site IQRC

	Primary Job Responsibilities: 

· Provide liaison between IQRC and Environmental Health 

During activation

· Provides environmental health expertise on consultation basis

 


	IQRC (location) liaison RESPONSIBILITIES

	IQRC LOCATION

& SHIFT:


	
	

	REPORTS TO:


	n/a
	(WRITE NAME)
	

	DIRECT REPORTS:


	n/a
	(WRITE NAME)
	

	FUNCTIONAL AREA:
	IQRC

	Primary Job Responsibilities: 

· Represents facility hosting IQRC operations. 

 

During activation

· Provide liaison between facility and IQRC operations. 

· Review site for condition report before and after set up of operations

· Assist IQRC Group Supervisor or IQRC Logistics Lead to assess, develop, implement, and review safety plan for location as needed. 

 


	field (location) liaison RESPONSIBILITIES

	IQRC LOCATION

& SHIFT:


	
	

	REPORTS TO:


	n/a
	(WRITE NAME)
	

	DIRECT REPORTS:


	n/a
	(WRITE NAME)
	

	FUNCTIONAL AREA:
	IQRC

	Primary Job Responsibilities: 

· Represents facility hosting IQRC field operations. 

 

During activation

· Provide liaison between facility and IQRC field operations. 

· Review site for condition report before and after set up of operations

· Maintain communication with IQRC Field Coordination Lead, or delegated (location) Field Coordination Lead

 


	Personnel Lead RESPONSIBILITIES

	IQRC LOCATION

& SHIFT:


	
	

	REPORTS TO:


	IQRC Logistics Lead
	(WRITE NAME)
	

	DIRECT REPORTS:


	Personnel Assistant
	(WRITE NAME)
	

	FUNCTIONAL AREA:
	IQRC

	 Primary Job Responsibilities: 

· Organize set up, maintenance, and conclusion of tasks which coordinate staff and meet staff needs during IQRC activation. 

 

Prior to activation

· Assure  inventory supplies are complete for Personnel functions 

· Maintain communication with IQRC Logistics Lead

· Liaison with Interpreter Supervisor as delegated by IQRC Logistics Lead

· Organize provision of essential resources for personnel such as: water: location of restrooms, keys and access information; and building entry information 

· Post personnel information 

· Identify possible needed resources for personnel in IQRC, and report to IQRC Logistics Lead and/or other designated persons by direction. 

· Delegate work to Personnel Assistants 

· With Technical Support Lead organize work stations, number coordination with phones, sign in sheets

· Receive delegated PH EOC liaison pathways from IQRC Logistics Lead

During Activation

· Responsible to relay scheduling needs and changes between IQRC and PH EOC as delegated. 

· Maintain records of activities, details of workstation assignments, etc. 
· Solve problems in performing activities. 

· Report problems to IQRC Logistics Lead. 

· Prepare End of Shift Report

 

After Activation

· Responsible for directing all personnel paperwork to designated person, as directed by IQRC Logistics Lead

· Participate in planning for activation, deactivation, and redeployment. 

· Prepare information for After Activation Report 




	Personnel Assistant RESPONSIBILITIES

	IQRC LOCATION

& SHIFT:


	
	

	REPORTS TO:


	Personnel Lead
	(WRITE NAME)
	

	DIRECT REPORTS:


	
	(WRITE NAME)
	

	FUNCTIONAL AREA:
	IQRC

	Primary Job Responsibilities:

· Perform tasks which meet IQRC staff needs 

During shift: 

Tasks for personnel needs

· Perform tasks to assist and support staff in IQRC. (e.g. food acquisition, replenishing water, being point person for opening locked doors after hours, being responsible for available phone for staff use) 

Tasks for administrative needs

· Give out and retrieve time sheets 

· Coordinate information and maintain accuracy about hours and overtime within boundaries of union contracts and communicate with staff and project codes

· Maintain correct project codes on time sheets

· Keep sign in/out sheets coordinated with changing shifts and personnel. 

· Keep breaks organized through sign-up sheets or other method
· Complete any administrative tasks to complete credential check, identification, employee self screening, and scheduling. 

· Work as directed by Personnel Lead with Human Resources or other ICS function organizing staffing.

Tasks for interpreters

· May include assisting interpreter staff such as: orienting to PHSKC  guidelines; signing confidentiality agreement; meeting credential and identification requirements; help with managing paperwork  

Other

· Report problems to Personnel Lead. 

· Compete End of Shift Report



	supply Lead RESPONSIBILITIES

	IQRC LOCATION

& SHIFT:


	
	

	REPORTS TO:


	IQRC Logistics Lead
	(WRITE NAME)
	

	DIRECT REPORTS:


	Supply Assistant
	(WRITE NAME)
	

	FUNCTIONAL AREA:
	IQRC

	Primary Job Responsibilities: 

· Organize the set up, maintenance, and re-disbursement of the supplies used in IQRC

 

Prior to activation:

· Inventory supplies assure all are present:

· Report discrepancies to IQRC Logistics Lead and formulate plan to remedy
· Responsible for set up work stations with supplies

During activation: 

· Maintain communication with IQRC Logistics Lead.

· Maintain communication with Supply Assistants

· Delegate work to Supply Assistants.  

· Coordinate removal of recycled confidential and non-confidential materials. 

· Maintain inventory of supplies and report to IQRC Logistics Lead for planning requisitions.

· Manage petty cash and maintain accurate record of supply expenditures

· Document action orders, deliveries, and intake of supplies.

· Identify and report supply problems.

· Prepare End of Shift Report 

 

After IQRC activation:

· Break down work stations and organize unused supplies for warehouse pick-up

· Complete end of activation supply inventory 

· Participate in planning for activation, deactivation, and redeployment. 

· Prepare information for After Activation Report 




	supply assistant RESPONSIBILITIES

	IQRC LOCATION

& SHIFT:


	
	

	REPORTS TO:


	Supply Lead
	(WRITE NAME)
	

	DIRECT REPORTS:


	
	(WRITE NAME)
	

	FUNCTIONAL AREA:
	IQRC

	Primary Job Responsibilities: 

· Set up, maintain, and breakdown supplies used in IQRC

 

During shift: 

· Perform activities as delegated by Supply Lead 

· Work to manage inventory

· Maintain supplies at workstations

· Act as runner to obtain/deliver supplies.

· Dispose of confidential recycling materials.           

· Report supply problems to Supply Lead. 

· Complete End of Shift Report



	technical support Lead RESPONSIBILITIES

	IQRC LOCATION

& SHIFT:


	
	

	REPORTS TO:


	IQRC Logistics Lead
	(WRITE NAME)
	

	DIRECT REPORTS:


	Technical Support Assistant
	(WRITE NAME)
	

	FUNCTIONAL AREA:
	IQRC

	Primary Job Responsibilities: 

· Organize set up, maintenance, and breakdown of IQRC technical equipment 

 

Prior to activation:

· Responsible for inventory of technological and communication equipment for IQRC, and report discrepancies to IQRC Logistics Lead. 
· Set up audiolog to assure recording and disks set-up according to protocols. 

· Confer with IQRC Case-Contact Lead, as directed by IQRC Logistics Lead, to implement plan for disks, disk storage, and download frequency. 

· Assure that phone configuration meets current needs for IQRC operations as outlined by IQRC Logistics Lead. 

· Label communications equipment which is dedicated to specific purposes and assist Personnel Lead with coordination tasks. 

· Establish liaison communication with MIS Help, as directed by IQRC Logistics Lead. 

· Establish line transfer procedure between voice mail and queue

 

During activation:

· Maintain communication with IQRC Logistics Lead

· Maintain communication plan with Technical Support Assistants

· Delegate work to Technical Support Assistants

· Identify, solve, and, as needed, report technical support problems.

· Maintain inventory of technical and communications equipment updating changes.

· Maintain liaison with MIS.

· Prepare End of Shift Report 

 

After IQRC activation:

· Responsible to assure that electronic case contact information managed according to PHSKC protocols 

· Break down work stations and organize equipment for return to storage

· Assure inventory and security of all communication equipment. 

· Participate in planning for activation, deactivation, and redeployment. 

· Prepare information for After Activation Report 




	technical support assistant RESPONSIBILITIES

	IQRC LOCATION

& SHIFT:


	
	

	REPORTS TO:


	Technical Support Lead
	(WRITE NAME)
	

	DIRECT REPORTS:


	
	(WRITE NAME)
	

	FUNCTIONAL AREA:
	IQRC, may be located at MIS

	Primary Job Responsibilities:

· Set up, maintain, and breakdown technological and communications equipment 

 

During shift: 

· Perform activities delegated by Technical Support Lead which may include: setting up, maintaining, and breaking down communications, computer, and other electronic equipment

· Solve problems with technical equipment.

· Coordinate with MIS/Helpdesk to resolve computer/data problems

· Assist IQRC staff with communications problems during operations

· Report unresolved problems to Technical Support Lead. 

· Complete End of Shift Report



	Clerical Lead RESPONSIBILITIES

	IQRC LOCATION

& SHIFT:


	
	

	REPORTS TO:


	IQRC Operations Lead
	(WRITE NAME)
	

	DIRECT REPORTS:


	Clerical Assistant
	(WRITE NAME)
	

	FUNCTIONAL AREA:
	IQRC

	Primary Job Responsibilities:

· Organize and delegate clerical support staff to assist in IQRC operations. 

 

During all phases of operation:

· Maintain communication with other Leads in order to allocate clerical support to needed functions

· Assign and orient clerical assistants to shift assignments, and reallocate as necessary throughout shift

· Assure Clerical Assistants have appropriate skills for assigned tasks

· Maintain communication with Personnel Lead regarding level of clerical support required, as directed by IQRC Operations Lead

 

Prior to activation:

· Identify, organize, and plan to allocate clerical support to meet operation needs with Leads 
 

During shift: 

· Report problems to IQRC Operations Lead

· Complete End of Shift Report

 

After IQRC activation:

· Participate in planning for activation, deactivation, and redeployment. 

· Prepare information for After Activation Report 




	Clerical assistant RESPONSIBILITIES

	IQRC LOCATION

& SHIFT:


	
	

	REPORTS TO:


	Clerical Lead
	(WRITE NAME)
	

	DIRECT REPORTS:


	
	(WRITE NAME)
	

	FUNCTIONAL AREA:
	IQRC

	Primary Job Responsibilities:

· Perform clerical tasks assigned IQRC operation area. 

 

During shift: 

· Perform clerical tasks in assigned operation area, such as faxing, copying, organizing data, managing case/contact information, serving as runner to complete clerical tasks

· Solve problems in performing activities. 

· Report problems to Clerical Lead, or designated person in operation 

· Provide information for End of Shift Report



	Resource Lead RESPONSIBILITIES

	IQRC LOCATION

& SHIFT:


	
	

	REPORTS TO:


	IQRC Operations Lead
	(WRITE NAME)
	

	DIRECT REPORTS:


	Resource  Coordinator
	(WRITE NAME)
	

	FUNCTIONAL AREA:
	IQRC

	Primary Job Responsibilities:

· Maintain the operations to process resource referrals and requests.

· Responsible to assure that case and contact needs are met.

 During all phases of IQRC operations:

· Maintain and update Daily Brokering Plan with designated Community Resource Provider. 
· Maintain and Communicate Brokering Plan with Direct Reports
· Maintain communication with IQRC Operations Lead

· Maintain communication with Direct Reports
· Assess and implement plan with Clerical Lead to meet clerical support needs in Resources 

· Identify and report aggregate resource problems to Lead 
· Establish and maintain communication with designated Community Resource Broker, and other key brokers as designated by event

· Oversee organization of work station.

· Assure HIPAA and client privacy requirements are met by reinforcing staff’s teaching and quality assurance measures.

· Problem solve with Resource Coordinators. 

 Prior to activation:

· Coordinate with Case-Contact and IQRC Field Coordination Leads as delegated 
· Initiate Daily Brokering Plan with community partners
During activation: 

· Assure all requests and referrals completed to community resource providers

· Assure currency and accuracy of database between IQRC and Community Resource Broker

· Assure documentation is completed as to completion of referral or request from community providers according to procedures. 

· Coordinate appropriate procedures for requests and referrals according to activation level and resources. 

· Complete End of Shift, and other interim, reports for IQRC Operations Lead

 After activation:

· Assure documentation complete in client notes, other tracking materials and databases
· Assure completed documentation of fulfillment of request or referral by community resource provider after notification.

· Assure documentation materials removed from station prior to dismantling.

· Participate in planning for activation, deactivation, and redeployment. 

· Prepare information for After Activation Report 




	Resource Coordinator RESPONSIBILITIES

	IQRC LOCATION

& SHIFT:


	
	

	REPORTS TO:


	Resource Lead
	(WRITE NAME)
	

	DIRECT REPORTS:


	
	(WRITE NAME)
	

	FUNCTIONAL AREA:
	IQRC

	Primary Job Responsibilities:

· Perform tasks to complete referrals and requests according to Daily Brokering Plan and procedures. 

 

During shift:

· Receive requests and referrals 

· Complete request and referral process according to Brokering Plan and procedures. 

· Complete documentation of referral or request 
· Complete documentation of completed by community resource broker including end of day reconciliation. 

· Problem solve processing requests and referrals. 

· Report resource coordination problems to Resource Lead
· Provide information for End of Shift Report



	iqrc field coordination Lead RESPONSIBILITIES

	IQRC LOCATION

& SHIFT:


	
	

	REPORTS TO:


	IQRC Operations Lead
	(WRITE NAME)
	

	DIRECT REPORTS:


	(location)
Field Coordination Lead

Or if 1 location
Dispatch Lead

Depot Lead
	(WRITE NAME)
	

	FUNCTIONAL AREA:
	IQRC, may go into field

	Primary Job Responsibilities:

· Assure overall coordination and fulfillment of field service responses requested during IQRC operations. 

During all phases of IQRC operations:

· Maintain communication with IQRC Operations Lead.

· Establish and maintain communication with all (location) Field Coordination Leads.

· Establish and maintain communication with Case-Contact and Resource Leads in IQRC

· Coordinate with PH EOC for field services as delegated by IQRC Operations Lead

· Assure field providers are accountable to requested operation (e.g. monitoring, intake, health need)  

· Responsible for allocation of resources to field service sites

· Responsible for locating and activating/deactivating sites to base field service

· Responsible for overall maintenance of liaison relationships with sites for field services, PHSKC and community partners, when activated. 

 

Prior to activation:

· Coordinate with PH EOC as delegated by IQRC Operations Lead to allocate resources to sites

· Initiate contact with location liaisons, including any in facilities,  to apprize of operations and establish communication plan

· Allocate staff resources 

· Identify and report aggregate problems

 

During activation: 

· Assure completion of field response in compliance with procedures and protocols

· Complete End of Shift Report

 

After activation:

· Responsible to oversee deactivation of all field response

· Responsible for assuring all documentation directed to designated endpoints

· Responsible for deactivating communication plans with location liaisons

· Participate in planning for activation, deactivation, and redeployment. 

· Prepare information for After Activation Report 




	(location) Field Coordination Lead RESPONSIBILITIES

	IQRC LOCATION

& SHIFT:


	
	

	REPORTS TO:


	IQRC Field Coordination Lead
	(WRITE NAME)
	

	DIRECT REPORTS:


	(location)
 Dispatch Lead

(location) Depot Lead
	(WRITE NAME)
	

	FUNCTIONAL AREA:
	Field location 

	Primary Job Responsibilities:

· Assure overall coordination and fulfillment of field services at a location during IQRC activation. 

 During all phases of IQRC operations:

· Maintain communication with IQRC Field Coordination Lead.

· Establish and maintain communication with (location) Dispatch and (location) Depot Leads.

· Supervise Direct Reports

· Assure maintenance of liaison relationships for staff operating in field.

· Assure field operations are accountable to IQRC requests (e.g. monitoring, intake, health need)  

· Responsible for allocation of resources to (location)

· Responsible for activating and deactivating ((location) 

· Responsible for overall maintenance of liaison relationships with (location) for field services, PHSKC and community partners, when activated. 

· Assure compliance with infection control practices indicated for operation

Prior to activation:

· Initiate contact with (location) liaisons to apprize of operations and establish communication plan

· Establish communication with MIS tech support. 

· Inventory and allocate staff resources 

· Identify and report aggregate problems

During activation: 

· Assure completion and compliance with procedures and protocols of field response 

· Complete End of Shift Report

 After activation:

· Responsible to oversee deactivation of (location)  field response

· Responsible for assuring all documentation directed to destination. 
· Responsible for deactivating communication plans with (location ) liaisons

· Participate in planning for activation, deactivation, and redeployment. 

· Prepare information for After Activation Report 




	(location) dispatch Lead RESPONSIBILITIES

	IQRC LOCATION

& SHIFT:


	
	

	REPORTS TO:


	(location) Field Coordination Lead
	(WRITE NAME)
	

	DIRECT REPORTS:


	Interpreter

Provider (MD/ARNP)

Nurse (PHN/RN)

Environmental Health

Educator

Delivery assistant
	(WRITE NAME)
	

	FUNCTIONAL AREA:
	Field location

	Primary Job Responsibilities:

· Perform tasks to assist field to coordinate their work 

 

During shift:

· Maintain communication with (location) Field Coordination Lead 

· Maintain and coordinate communication with Direct Reports
· Assign IQRC referrals for field services to Direct Reports coordinated by need/expertise and geography

· Coordinate car allocation, key location, and resupply of PHSKC vehicles to field staff.

· Maintain resources for field operations. 

· Identify and report aggregate field problems.

· Provide information for End of Shift Report



	Provider (MD/ARNP) RESPONSIBILITIES

	IQRC LOCATION

& SHIFT:


	
	

	REPORTS TO:


	(location)Dispatch Lead
	(WRITE NAME)
	

	DIRECT REPORTS:


	
	(WRITE NAME)
	

	FUNCTIONAL AREA:
	Field location

	Primary Job Responsibilities:

· Perform assigned provider services in the field

 

During shift: 

· Maintain communication (location) Dispatch Lead. 

· Assure infection control practice according to PHSKC guidelines 

· Perform health evaluation or treatment as assigned by IQRC

· Communicate with Health Need, Intake-Discharge, or Monitoring Leads as assigned in IQRC referral for field service
· Assure that documentation is complete for case or contact

· Participate in coordination of health services with appropriate community health providers and other public health provider staff as indicated

· Utilize appropriate liaison expertise to manage case or contact needs

· Provide information for End of Shift Report



	Nurse (PHN/rn) RESPONSIBILITIES

	IQRC LOCATION

& SHIFT:


	
	

	REPORTS TO:


	(location)Dispatch Lead
	(WRITE NAME)
	

	DIRECT REPORTS:


	
	(WRITE NAME)
	

	FUNCTIONAL AREA:
	Field location

	Primary Job Responsibilities:

· Perform assigned nursing services in the field.

 

During shift: 

· Maintain communication with (location) Dispatch Lead. 

· Assure infection control practice according to PHSKC guidelines 

· Perform activities: monitoring, intake/discharge, health evaluation or treatment as directed by procedures, protocols or orders, and as assigned through IQRC

· Communicate with Health Need, Intake-Discharge, or Monitoring Lead as designated by request from IQRC

· Assure that documentation is complete for case or contact

· Participate in coordination of health services with appropriate community health providers and other public health provider staff as indicated

· Provide infection control education to cases or contacts

· Deliver infection control supplies as delegated.

· Utilize appropriate liaison expertise to manage case or contact needs

· Provide information for End of Shift Report



	interpreter RESPONSIBILITIES

	IQRC LOCATION

& SHIFT:


	
	

	REPORTS TO:


	(location)Dispatch Lead
	(WRITE NAME)
	

	DIRECT REPORTS:


	
	(WRITE NAME)
	

	FUNCTIONAL AREA:
	Field location

	Primary Job Responsibilities:

· Perform interpreter services for IQRC activities. 

 

During shift:

· Provide cultural and language interpretation for cases and contacts receiving field services via telephone, visit, other communication  

· Provide interpretation for education services, such as PPE education, for individuals or groups 

· Report unresolved problems to (location) Dispatch Lead. 

· Utilize appropriate liaison expertise 

· Provide information for End of Shift Report



	environmental health RESPONSIBILITIES

	IQRC LOCATION

& SHIFT:


	
	

	REPORTS TO:


	(location)Dispatch Lead
	(WRITE NAME)
	

	DIRECT REPORTS:


	
	(WRITE NAME)
	

	FUNCTIONAL AREA:
	Field location

	Primary Job Responsibilities:

· Perform environmental health services requested or IQRC operations. 

 

During shit:

· Provide environmental health services as assigned  by IQRC operations, which may include: home assessment 

· Utilize appropriate liaison expertise 

· Provide information or End of Shift Report



	educator RESPONSIBILITIES

	IQRC LOCATION

& SHIFT:


	
	

	REPORTS TO:


	(location)Dispatch Lead
	(WRITE NAME)
	

	DIRECT REPORTS:


	
	(WRITE NAME)
	

	FUNCTIONAL AREA:
	Field location

	Primary Job Responsibilities:
· Perform education services assigned by IQRC operations. 

 

During shift:

· Provide education services to individuals and/or groups  

· Utilize appropriate liaison expertise to manage case or contact needs

· Provide information for End of Shift Report



	delivery assistant RESPONSIBILITIES

	IQRC LOCATION

& SHIFT:


	
	

	REPORTS TO:


	(location)Dispatch Lead
	(WRITE NAME)
	

	DIRECT REPORTS:


	
	(WRITE NAME)
	

	FUNCTIONAL AREA:
	Field location

	Primary Job Responsibilities:

· Deliver resources as assigned.  

 

During shift:

· Maintain communication with (location) Dispatch Lead 

· Deliver resources to designated locations. 

· Identify and report problems.

· Provide information for End of Shift Report



	(location) depot Lead RESPONSIBILITIES

	IQRC LOCATION

& SHIFT:


	
	

	REPORTS TO:


	(location) Field Coordination Lead
	(WRITE NAME)
	

	DIRECT REPORTS:


	Inventory Assistant
	(WRITE NAME)
	

	FUNCTIONAL AREA:
	Field location

	Primary Job Responsibilities:

· Manage resources for field response activities.  

 

During shift:

· Maintain communication with (location) Field Coordination Lead

· Coordinate with (location) Dispatch Lead to manage allocation of resources

· Assure management of inventory, ordering, and returning of PHSKC resources, including supplies for field providers, designated for cases or clients

· Coordinate with PH EOC as delegated to assure supplies.

· Assure management of resources from community service providers to be delivered to cases or contacts according to current protocols

· Identify and report problems.

· Provide information for End of Shift Report



	Inventory assistant RESPONSIBILITIES

	IQRC LOCATION

& SHIFT:


	
	

	REPORTS TO:


	location) Depot Lead
	(WRITE NAME)
	

	DIRECT REPORTS:


	
	(WRITE NAME)
	

	FUNCTIONAL AREA:
	Field location

	Primary Job Responsibilities:

· Perform assigned tasks which manage resources at a field location.  

 

During shift:

· Maintain communication with (location) Depot Lead 

· Manage inventory, ordering, and returning of PHSKC resources

· Manage resources from community service providers to be delivered to cases or contacts according to current protocols

· Responsible for managing biohazard disposal at (location)

· Identify and report problems.

· Provide information for End of Shift Report



	case-contact Lead RESPONSIBILITIES

	IQRC LOCATION

& SHIFT:


	
	

	REPORTS TO:


	IQRC Operations Lead
	(WRITE NAME)
	

	DIRECT REPORTS:


	Intake-Discharge Lead

Monitoring Lead

Health Need Lead
	(WRITE NAME)
	

	FUNCTIONAL AREA:
	IQRC

	Primary Job Responsibilities:

· Provides coordination, oversight, and assurance of case and contact monitoring 

· Responsible to assure overall communication with CD-Epi with case or contact specific coordination

 During all IQRC Operations:

· Maintain communication with IQRC Operations Lead

· Establish, maintain, and coordinate communication with Intake-Discharge, Monitoring, and Health Need Leads

· Perform activities which assure integrity of isolation and quarantine monitoring including being responsible for: 

· completion of monitoring for all cases or contacts 

· timely and accurate notification to CD-Epi according to monitoring plan requirements

· currency and accuracy of database between CD-Epi and IQRC

· assurance of resource referral and requests with Resource Lead. 

· coordination with IQRC Field Coordination Lead to assure provision of monitoring services by field staff

 Prior to activation:

· Organize work stations with current materials and resources.

· Orient Leads to procedures, protocols, and resources. 

· Assure establishment of database of cases in isolation and contacts in quarantine from CD-Epi
 During activation:

· Provide coordination with Resource and IQRC Field Coordination Lead for Case-contact operations

· Assure completion of work delegated to IQRC according to procedures and protocols

· Intake or discharge from IQRC or isolation or quarantine

· Monitoring

· Triage of medical needs

· Coordination with  liaisons

· Identify and solve problems in completing case contact monitoring work. 

· Identify and report aggregate problems and report to IQRC Operations Lead 

· Prepare interim, End of Shift, and other reports for IQRC Operations Lead

 After activation:

· Close monitoring operations of IQRC and assure that case and contact information is directed to appropriate destinations. 

· Participate in planning for activation, deactivation, and redeployment. 

· Prepare information for After Activation Report 




	Monitoring Lead RESPONSIBILITIES

	IQRC LOCATION

& SHIFT:


	
	

	REPORTS TO:


	IQRC Operations Lead
	(WRITE NAME)
	

	DIRECT REPORTS:


	Monitor
Or __ Team Monitor Lead
	(WRITE NAME)
	

	FUNCTIONAL AREA:
	IQRC

	Primary Job Responsibilities:

· Monitoring of case/contacts in isolation or quarantine according to protocols 

 

Prior to activation:

· Maintain communication with Case-Contact Lead

· Establish and maintain communication with Health Need and Intake-Discharge Leads.

· Organize work stations with current materials and resources.

· Organize and delegate work to __ Team Monitor Leads when activated

 

During activation:

· Maintain communication with Case-Contact Lead

· Provide point coordination with IQRC Field Coordination Lead under direction of Case-Contact Lead for management of cases and contacts being visited at home.

· Orient and assure Monitors perform tasks according to procedures and protocols 

· Assess and utilize clerical support through coordination with Clerical Lead

· Assure completion of monitoring work according to procedures and protocols

· Coordinate with liaisons

· Identify and solve problems staff have in completing monitoring. 

· Identify and report aggregate resource problems and report to Case-Contact Lead. 

· Prepare interim, end of Shift, and other reports for Case-Contact Lead

 

After activation:

· Close monitoring operations of IQRC and assure that case and contact information is directed to appropriate destinations. 

· Participate in planning for activation, deactivation, and redeployment. 

· Prepare information for After Activation Report 




	 ___ Team Monitor Lead RESPONSIBILITIES

	IQRC LOCATION

& SHIFT:


	
	

	REPORTS TO:


	Monitoring Lead
	(WRITE NAME)
	

	DIRECT REPORTS:


	Monitor
	(WRITE NAME)
	

	FUNCTIONAL AREA:
	IQRC, activated to maintain Monitoring Lead span of control

	Primary Job Responsibilities:

· Organization of monitoring of case/contacts in isolation or quarantine according to protocols 

 

During activation:

· Maintain communication with Monitoring Lead

· Coordinate with other __ Team Monitor Leads, under direction of Monitoring Lead, to assure management of cases and contacts receiving field services 
· Orient and assure Monitors perform tasks according to procedures and protocols 

· Report needs for clerical support to Monitoring Lead 

· Assure completion of monitoring work according to procedures and protocols

· Coordinate with liaisons

· Identify and solve problems which staff have in completing monitoring. 

· Identify and report aggregate resource problems to Monitoring Lead. 

· Prepare interim, end of Shift, and contribute to other reports for Monitoring Lead

 


	monitor RESPONSIBILITIES

	IQRC LOCATION

& SHIFT:


	
	

	REPORTS TO:


	Monitoring Lead

Or __ Team Monitor Lead
	(WRITE NAME)
	

	DIRECT REPORTS:


	
	(WRITE NAME)
	

	FUNCTIONAL AREA:
	IQRC

	Primary Job Responsibilities:

· Perform task according to procedures to monitor cases or contacts in isolation or quarantine.

 

During shift:

· Maintain communication with Monitoring Lead

· Complete monitoring of cases and contacts according to procedures and protocols

· Coordinate with Health Need Coordinators to manage case or contact medical needs 

· Coordinate with liaisons as outlined by protocols

· Direct requests for referrals or resources per IQRC procedure to Resource Coordination 

· Complete all documentation according to procedures and protocols. 

· Maintain organized work station

· Identify and solve problems pertaining to monitoring.

· Assure that roster data completed, and reported to Lead at end of shift, and other designated times. 

· Provide information for End of Shift Report
 


	health need Lead RESPONSIBILITIES

	IQRC LOCATION

& SHIFT:


	
	

	REPORTS TO:


	Case-Contact Lead
	(WRITE NAME)
	

	DIRECT REPORTS:


	Health Need Coordinator
	(WRITE NAME)
	

	FUNCTIONAL AREA:
	IQRC

	Primary Job Responsibilities:

· Perform procedures and related tasks to coordinate access to medical care for cases or contacts in isolation or quarantine. Assure CD-Epi is apprized of health status changes and care access plan.

 

During shift:

· Maintain communication with Monitoring and Intake-Discharge Lead

· Orient Health Need Coordinators to procedures and protocols

· Assure  coordination of medical care access for cases and contacts according to procedures and  protocols

· Assure coordination of appropriate information between CD-Epi, appropriate medical providers on an individual basis according to procedures related to case or contact need. 

· Coordinate with IQRC Field Coordination Lead, as designated by Case-Contact Lead, for provision of care at home per PH or assigned providers

· Coordinate with Clerical Lead to allocate clerical support for Health Needs when indicated

· Assure documentation completed according to procedures and protocols. 

· Identify and solve problems pertaining to medical coordination.

· Report problems to Case-Contact Lead.

· Prepare End of Shift Report.

 

After Activation:

· Assure that all tasks for cases and clients are completed and documentation has been completed and aggregated with appropriate record

· Participate in planning for activation, deactivation, and redeployment. 

· Prepare information for After Activation Report 




	Health Need coordinator RESPONSIBILITIES

	IQRC LOCATION

& SHIFT:


	
	

	REPORTS TO:


	Health Need Lead
	(WRITE NAME)
	

	DIRECT REPORTS:


	
	(WRITE NAME)
	

	FUNCTIONAL AREA:
	IQRC

	Primary Job Responsibilities:

· Perform procedures and related tasks to monitor cases or contacts in isolation or quarantine.

 

During shift:

· Coordinate medical care access for cases and contacts according to procedures and  protocols

· Coordinate appropriate information between CD-Epi, appropriate medical providers on an individual basis according to procedures related to case or contact need. 

· Evaluate and refer to facilitate transportation access for case or client requiring medical assessment including:

· Contact with transportation services

· Contact with receiving providers

· May utilize Resource Coordinators for accessing transportation services. 

· Coordinate with IQRC Field Coordination Lead, as designated by Case-Contact Lead, for provision of care at home per PH or assigned providers

· Provide education re: communicable disease protection as needed to providers of care

· Provide education to case or contact about how to minimize transmission of  communicable disease when accessing health care

· Complete all documentation according to procedures and protocols. 

· Identify and solve problems pertaining to medical coordination.

· Report problems to Health Need Lead.

· Provide information for End of Shift Report



	intake-discharge Lead RESPONSIBILITIES

	IQRC LOCATION

& SHIFT:


	
	

	REPORTS TO:


	Case-Contact Lead
	(WRITE NAME)
	

	DIRECT REPORTS:


	Intake-Discharge Coordinator
	(WRITE NAME)
	

	FUNCTIONAL AREA:
	IQRC

	Primary Job Responsibilities:

· Orchestrates intake and discharge of case/contacts in/out of isolation or quarantine and with CD-Epi. 

· Maintain database of cases in isolation and contacts in quarantine

 

Prior to activation:

· Maintain communication with Case-Contact Lead

· Establish, maintain, and coordinate communication with Intake-Discharge Coordinators 

· Organize work stations with current materials and resources.

 

 During activation:

· Keep communication ongoing with Case-Contact Lead

· Provide point coordination with Field Coordination Lead under direction of Case-Contact Lead for management of cases and contacts being visited at home.

· Orient Intake-Discharge Coordinators. 

· Assure completion of work delegated to IQRC according to procedures and protocols

· Coordinate with liaisons to manage entry and exit from isolation or quarantine

· Coordinate with facilities liaisons when in operation

· Identify and solve problems Intake-Discharge Coordinators have in completing procedures. 

· Identify and report aggregate resource problems and report to IQRC Case-Contact Lead and Resource Lead as directed

· Prepare interim, End of Shift, and other reports for Case-Contact Lead

 

After activation:

· Close monitoring operations of IQRC and assure that case and contact information is directed to appropriate destinations. 

· Participate in planning for activation, deactivation, and redeployment. 

· Prepare information for After Activation Report 




	Intake-discharge coordinator RESPONSIBILITIES

	IQRC LOCATION

& SHIFT:


	
	

	REPORTS TO:


	Intake-Discharge Lead
	(WRITE NAME)
	

	DIRECT REPORTS:


	
	(WRITE NAME)
	

	FUNCTIONAL AREA:
	IQRC

	Primary Job Responsibilities:

· Perform tasks to intake or discharge cases in isolation and contacts in quarantine. 

 

During Shift

· Maintain communication with Intake-Discharge Lead

· Complete intake and discharge of cases and contacts according to procedures and  protocols

· Coordination as indicated with liaisons, as delegated by lead. 

· Maintain currency and accuracy of database of cases and contacts

· Identify and solve problems in intake and discharge. 

· Identify and report problems to Intake-Discharge Lead.

· Provide information for End of Shift Report



	all staff RESPONSIBILITIES

	Reporting for shift

· Receive briefing

· Review instructions, become familiar with primary tasks and reporting structure

· Obtain and don PPE appropriately if indicated for work environment

· Put on identification and introduce self to Lead and other staff in assigned area

· Sign in, complete credential verification, as indicated from call up and job assignment

· Follow Incident Command Structure (ICS)

 

During Operation

· If setting up, or breaking down work area, follow directions from Lead
· Report critical issues or concern to Lead

· Assure the privacy, confidentiality, and security of all protected health information

· Assure compliance with media policy

· Maintain Universal Precautions and other infection control precautions when indicated

 

After shift

· Report any changes to protocols to Lead

· Participate in debrief if indicated

· Participate in plan for possible extended operation , if indicated

· Dispose of PPE according to protocols

· Complete and submit time sheet




	all lead RESPONSIBILITIES

	Reporting for shift

· Receive briefing

· Review instructions, become familiar with primary tasks and reporting structure

· Meet with and brief your Direct Reports
· Obtain and don PPE appropriately as indicated for work environment

· Put on identification and introduce self to Lead and other staff in assigned area

· Sign in, complete credential verification, as indicated from call up and job assignment

· Follow Incident Command Structure (ICS)

During Operation

· If setting up, or breaking down work area, follow directions from Lead
· Report critical issues or concern to Lead

· Assure the privacy, confidentiality, and security of all protected health information

· Assure compliance with media policy

· Maintain Universal Precautions and other infection control precautions when indicated

 

After shift

· Report any changes to protocols to Lead

· Participate in debrief if indicated

· Participate in plan for possible extended operation , if indicated

· Dispose of PPE according to protocols

· Complete and submit time sheet
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