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How to Use this Template
In the event of an influenza pandemic, businesses will play a key role in protecting employees’ health and safety as well as limiting the negative impact to the economy and society. The Macomb County Health Department has developed this pandemic influenza business continuity template to help businesses think through critical issues related to pandemic influenza and strengthen their emergency preparedness.
This document may be used as “fill in the blank” template or simply as a guide for planning.  It is comprehensive but not complete.  Each business will have unique and/or unanticipated issues that will need to be added.  Other items may not be applicable and will need to be deleted. Italicized text is guidance that should be deleted after consideration. 
Pandemic influenza planning should be integrated into existing continuity of operations and disaster response plans.  It should also complement local community response plans.
Developing a Pandemic Response Plan
· Anticipate the impact of a pandemic on your business, employees and customers/clients.
· Prepare to operate with a reduced workforce and delays in service and product delivery.
· Establish policies to be implemented during a pandemic.
· Allocate resources to protect your employees and customers/clients during a pandemic.
· Educate and communicate with your employees and customers/clients.
· Test, update and maintain your plan.

Questions about this template should be directed to:

Macomb County Health Department

Emergency Preparedness Program
43525 Elizabeth Road

Mt. Clemens, MI 48043
586-469-2110
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1.  Introduction
The introduction should briefly address continuity of operation planning and the need for specialized planning to respond to an influenza pandemic. An example is below.
[Business] performs services and functions that may be adversely impacted by a natural or man-made disaster.  [Business] continuity of operations plan (COOP) outlines how we plan to maintain essential functions and services during disasters.  
Unlike other hazards, an influenza pandemic will not directly affect the physical infrastructure of [Business].  A pandemic threatens human resources by removing essential personnel from the workplace for extended periods of time.  Accordingly, [Business] COOP plans should be modified or supplemented to achieve a pandemic influenza capability.

Plans for maintaining essential functions and services in an influenza pandemic must emphasize and implement procedures such as social distancing techniques, infection control and personal hygiene, cross-training, and telework.  Protecting the health and safety of employees must be the focus of planning in order to ensure the continuity of essential functions.

Mandates:
[Business] is required to develop/maintain this plan under the following mandates:

1. [Insert law or requirement]

2. [Insert law or requirement]

2.
Purpose

The purpose should briefly address the key elements of pandemic contingency planning and its relationship to the business’ overall continuity plans.  An example is below.
The purpose of this plan/annex is to help [Business] maintain essential operations and services during an influenza pandemic. It neither replaces nor superseded the current approved [Business] continuity of operations plan, but rather supplements it. 
Supporting Plans:
[Business] will implement this plan in conjunction with the following internal emergency response plans:

1.  [Insert plan name and location]

2.  [Insert plan name and location]

3.  [Insert plan name and location]

( Considerations:

· Incorporate pandemic inﬂuenza into your current emergency preparedness / response planning. 
· Mandates may include licensing requirements, regulatory requirements, building codes and city ordinances.

3.
Objectives

The objectives describe how the business will implement the plan. An example is below.
[Business]’s Objectives during an Influenza Pandemic:

1. Reduce transmission of the virus among employees, customers/clients and partners.

2. Minimize illness among employees and customers/clients.

3. Maintain mission-critical operations and services.

4. Minimize social disruption and the economic impact of a pandemic.
5. Insert additional objectives
[Business] Roles and Responsibilities:

· Maintain continuity plans.

· Provide resources for training and testing.
· Ensure communication systems work.
· Develop guidance on protecting sensitive information and providing for contingency hiring.
· Insert additional roles and responsibilities

Supervisory Roles and Responsibilities:
· Plan for short- and long-term disruptions.
· Stay in constant touch with employees and leadership.
· Know where to find information and help on human resource issues.
· Insert additional roles and responsibilities

Employee Roles and Responsibilities:

· Be ready for alternative work arrangements.
· Protect sensitive information.
· Stay in constant touch with management.
· Insert additional roles and responsibilities

4.
 Pandemic Influenza Overview / Implications
Seasonal (or common) flu is a respiratory illness that can be transmitted person to person. Most people have some immunity, and a vaccine is available. Seasonal influenza epidemics cause an average of 36,000 U.S. deaths annually.
Avian (or bird) flu is caused by influenza viruses that occur naturally among wild birds. Low pathogenic avian influenza is common in birds and causes few problems. H5N1 is highly pathogenic, deadly to domestic fowl, and can be transmitted from birds to humans. There is no human immunity and no vaccine is available.

Pandemic flu is virulent human flu that causes a global outbreak, or pandemic, of serious illness. Because there is little natural immunity, the disease can spread easily from person to person. A severe pandemic may cause high levels of disease and death around the world.  When a pandemic strikes it will take months to develop a new vaccine.
Pandemics have occurred intermittently over centuries.  
	Deaths Worldwide from the Last Three Pandemics*

	Year
	1918
	1957
	1968

	Deaths
	40 million
	2 million
	1 million


*Source: CDC
Although the timing cannot be predicted, history and science suggest that we will face one or more pandemics in this century.  If it is not caused by the current H5N1 strain, a different influenza virus will emerge to cause the next pandemic.
	Potential Impact of an Influenza Pandemic on the United States and Macomb County*

	
	Persons Infected
	Outpatient Visits
	Persons Hospitalized
	Deaths

	United States
	100 million
	45 million
	1-10 million
	200,000 – 1.9 million

	Macomb County
	340,000
	200,000
	5,000
	1,500


*Source: FluAid Software, CDC
A pandemic could last many months and affect many areas throughout the world simultaneously. Basic services, such as health care, law enforcement, fire, emergency response, communications, transportation, and utilities could be disrupted during a pandemic due to high levels of absenteeism in the workforce. A severe influenza pandemic would be a great threat to the public’s health.  
[Business] employees may be infected or exposed.  Their families may be incapacitated, and their options for getting to work may be limited.  There also may be a need to limit potential exposure. Employees and their supervisors will have questions about their rights, entitlements, alternative work arrangements, benefits, leave and pay flexibilities during the turmoil created by the pandemic.
5.
Pandemic Influenza Planning Assumptions 
Pandemics are unpredictable. While history offers useful benchmarks, there is no way to know the characteristics of a pandemic virus before it emerges.  Nevertheless, the following assumptions facilitate planning efforts.

A.  General Assumptions 

1. Birds with avian influenza may arrive and cause avian outbreaks impacting domestic poultry, wild birds and other animals prior to the onset of a human pandemic.

2. Efficient and sustained person-to-person transmission signals an imminent pandemic. 

3. Susceptibility to the pandemic influenza virus will be universal.

4. Rates of serious illness, hospitalization, and death will depend on the virulence of the pandemic virus.

5. The clinical disease attack rate will likely be 30 percent or higher in the overall population during the pandemic. Illness rates will be highest among school-aged children (about 40 percent) and decline with age.
6. Some persons will become infected but not develop clinically signiﬁcant symptoms. Asymptomatic or minimally symptomatic individuals can transmit infection and develop immunity to subsequent infection. 

7. Of those who become ill with influenza, 50 percent will seek outpatient medical care.  With the availability of effective antiviral drugs for treatment, this proportion may be higher in the next pandemic.
8. Rates of absenteeism will depend on the severity of the pandemic.  Absenteeism attributable to personal or family illness and fear of infection may reach 40 percent during the peak weeks of an outbreak, with lower rates of absenteeism during the weeks before and after. Certain public health measures (closing schools or public gatherings; quarantining household contacts of infected individuals) are likely to increase absenteeism rates.  Every person who becomes ill is likely to miss a few days to many weeks of work.

9. The typical incubation period (interval between infection and onset of symptoms) for inﬂuenza is approximately 2 days. 

10. Persons who become ill may shed virus and can transmit infection for up to one day before the onset of illness and up to 5 days after. Viral shedding and the risk of transmission will be greatest during the ﬁrst 2 days of illness. Children usually shed the greatest amount of virus and therefore are likely to post the greatest risk for transmission.
11. On average, infected persons will transmit the infection to approximately two other people.
12. Multiple waves (periods during which community outbreaks occur across the country) of illness could occur with each wave lasting 2 to 3 months. Historically, the largest waves have occurred in the fall and winter, but the seasonality of a pandemic cannot be predicted with certainty. 
13. A vaccine may not be available for 6 to 8 months after an influenza pandemic begins.  Demand will initially exceed supply.
14. Antiviral medications may not be effective treatment for the pandemic influenza strain.  Demand may exceed supply.
15. Simple infection control strategies (e.g. hand hygiene, respiratory etiquette, staying home when sick) will be used to slow the spread of the disease.

16. Social distancing strategies (e.g. closing schools, postponing public gatherings) may be used to control the spread of the disease.

17. Isolation of ill people will be required.

18. People exposed to ill people may be quarantined until it can be determined that they have not been infected.

19. Critical goods and services provided by government, contractors and vendors may be erratic during a pandemic.

B.  [Business] Assumptions
1. [Business] will be operational during an influenza pandemic.

2. Insert assumptions.

6.
Emergency Planning/Response Team

Designate personnel with defined roles and responsibilities to coordinate emergency preparedness planning and response. 
( Considerations:

· Include leaders from various sectors of your organization (safety, security, communications, human resources, clerical, legal counsel, unions, etc.).  
· Maintain contact information for the planning/response team.

· Understand the roles and capabilities of local, state and federal public health agencies and emergency responders.
· Assign responsibility for monitoring and informing the planning/response team of public health alerts and advisories. 
· Identify subject matter experts for infection control questions. 

· Coordinate planning with: 

· Similar organizations 

· Health insurers

· Healthcare systems

· Local and state public health

· Local and state regulating agencies

· Building management

· Professional associations

· Neighboring businesses

· Gather input from customers/clients and vendors. 

· Share with local public health or emergency management agencies which assets or services your business could provide during a pandemic or other emergency. 

· Share best practices. 
	
	Position
	Name (optional)

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	6
	
	

	7
	
	

	8
	
	

	9
	
	

	10
	
	


See [X] for contact information.

7.
Command and Control
Set up authorities, triggers and procedures for activating and terminating the response plan.  Your organization may already have this information as part of its overall emergency response plan.  

Plan Activation

The [Business] director, designee or successor activates the plan. XE "Coordination"   This decision will be made in consultation with key leaders including [insert position titles].  
Activation triggers: [insert triggers]
Employees will be notified of the activation through the mechanisms outlined in Appendix-4 Information Dissemination Plan.  

Plan DEActivation

The [Business] director, designee or successor deactivates the plan. XE "Coordination"   This decision will be made in consultation with key leaders including [insert position titles].  
Deactivation triggers: [insert triggers]
Employees will be notified of the deactivation through the mechanisms outlined in Appendix-4 Information Dissemination Plan.  

Leadership Succession / Delegation of Authority
Pandemic waves will occur at different times, have variable durations and may vary in the severity; therefore, full or partial delegation of authority may be necessary to execute essential functions and services.  

Develop guidance for those organizational elements for which control and direction will devolve, including:

· Essential functions and services

· Rotating operations geographically as applicable

· Supporting tasks

· Points of contact
· Resources and phone numbers
Ensure that all designated backups are trained and have been delegated appropriate authority to carry out the assigned tasks.

Leadership succession should be at least three deep.  An example is below.

During an influenza pandemic, management of the [Business] is delegated to the following persons in the order of succession shown below: 

	Leadership
	Title
	Name (optional)


	1. Primary

2. Backup

3. Backup 

4. Backup

5. Backup

6. Backup
	______________________________

______________________________

______________________________

______________________________

______________________________

______________________________
	______________________________

______________________________

______________________________

______________________________

______________________________

______________________________


If a designated individual is unavailable, authority will pass to the next individual on the list.  Unavailable is defined as:

· The designated person is incapable of carrying out the assigned duties by reason of death, disability, or distance from/response time to the facility. 

· The designated person is unable to be contacted within [#] minutes. 

· The designated person has already been assigned to other emergency activities.

· Insert other criteria.

The designated individual retains all assigned obligations, duties, and responsibilities until officially relieved by an individual higher on the list XE "Leadership Succession" . The backup will perform: 

· All operational tasks normally performed by the person he/she is replacing XE "Director" .

· Expenditure approval consistent with established organizational procedure.

· Personnel task and work assignments.

· Policy-level authority and decision making.
· Insert other responsibilities.

8.
Essential Functions
Given the expected duration and potential multiple waves of a pandemic, businesses must take into account the need to perform essential functions beyond the traditional 30-day COOP requirement.  

Identify:  

· Essential functions/services

· Essential positions, skills and personnel needed to continue essential functions/services

· Back-up personnel

· Alternative work arrangements and alternative ways to provide services

· Essential contract and support services (contractors, suppliers, shippers, resources and businesses that business interacts with on a daily basis)

· Alternative contract and support services

Conduct impact analysis on operations:
· Workforce reductions (up to 40 percent absenteeism for 1 month, 2 months, 3 months)
· Limited access to facilities
· Impact of telework and social distancing policies

· Impact of work from remote or alternative location
ESSENTIAL FUNCTIONS
Insert a prioritized list of the essential functions, with supporting information about the personnel, vital records and databases, mission critical systems and equipment required to perform each essential function.  Appendix 5: Essential Functions Worksheet may assist you.
	Priority
	Essential Function
	Personnel 

(No. of Staff & Classification)
	Vital Records & Databases
	Mission Critical Systems and Equipment

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Job actions
Have clear instructions for performing essential operations (e.g. job action sheets/guidelines).
Cross Training

Cross training of workers for essential job functions will be coordinated through [enter unit name].

( Considerations:

· Cross-train staff three deep. 
· If business assets and personnel are geographically dispersed, geographically disperse orders of succession.

· What other human resources (e.g. retirees, volunteers) could be drawn upon if there is a high level of absenteeism? 

· Ensure that contact information, including after hours and emergency numbers are current.

9.
Pandemic Policies

A pandemic will threaten all operations by its impact on a business’s human resources.  

Be aware of your employee’s concerns about pay, leave, safety and health.  Informed employees who feel safe at work are less likely to be absent.  Include protocol and authority for activation of pandemic policies.
Policies to Review: 
· Hiring Flexibilities
· Leave Flexibilities

· Pay Flexibilities

· Benefits

· Alternative Work Arrangements

· Health and Safety
· Miscellaneous

HIRING FLEXIBILITIES

Work with your human resources personnel regarding emergency policies that allow for critical need and short-term hiring flexibilities.
( Considerations:

· Expedited hiring practices
· Staffing mutual aid agreements
· Staff on paid disability

· Reemploying retirees

· Reemploying buyout recipients

· Reemploying laid-off staff

· Reemploying former employees recovered from a compensable injury

· Contract suspensions
LEAVE FLEXIBILITIES
Work with your human resources personnel regarding emergency policies that allow for employee compensation during absences due to personal illness, family illness, trauma, isolation, quarantines and/or public transportation closures. 
Policies to review / consider:
· Sick Leave

· Family and Medical Leave Act
· Bereavement Leave

· Annual Leave

· Compensatory Time
· Donated Leave Transfer
· Leave Without Pay

· Temporary Shutdown/Layoff 
· Business Closure
( Considerations:

· How will you encourage the sick to stay home?

· How will you respond to employees who are too afraid to come to work?

· How will you address employees who are quarantined?

· How will you deal with employees who stay home to care for family members?
· How will you deal with employees who have used up all their vacation and sick leave? 
· Will you offer compensation packages to employees in case of business closure?
Sick Leave

Do your leave policies and procedures include information on the following?
· Personal medical needs of an employee

· General family care and bereavement purposes

· Care for a family member with a serious health condition

· Requirements for providing medical certification/evidence to support request for sick leave

· Requirements for scheduling sick leave in advance

· Requirements for contacting supervisor to request unscheduled sick leave, including call-in and email procedures
· Requirements for requesting and/or granting advance sick leave

· Denying a request for sick leave

Family and Medical Leave Act (FMLA)

Do your leave policies and procedures include information on the following?
· Entitlement to 12 weeks of leave during any 12-month period

· Requirement for notification of need for FMLA leave

· Requirement for medical certification

· Required medical certification form

· Entitlement to unpaid leave in addition to annual and sick leave 
· Substituting annual and/or sick leave for unpaid leave

Bereavement Leave

Do your leave policies and procedures include information on the following?

· Bereavement purposes

· Requirements for providing evidence to support request for bereavement leave

· Requirements for contacting supervisor to request bereavement leave, including call-in and email procedures
· Granting or denying a request for bereavement leave

Annual Leave

Do your leave policies and procedures include information on the following?
· Requirements for scheduling annual leave in advance

· Requirements for contacting supervisor to request unscheduled annual leave, including call-in and email procedures
· Requirements for requesting advance annual leave

· Scheduling use or lose annual leave

· Requirements for rescheduling annual leave

· Granting or denying a request for annual leave

Compensatory Time

Donated Leave Transfer

Do your leave policies and procedures include information on the following?
· Applying to become a leave donor
· Applying to become a leave recipient

· Approving requests to be a leave donor or recipient

· Limitation on donating annual and/or sick leave

· Limitation on using donated annual and/or sick leave

· Accruing annual and sick leave while using donated annual and/or sick leave
· Termination of a medical emergency

· Returning unused donated annual and/or sick leave to leave donors

Leave Without Pay

Do your leave policies and procedures include information on the following?
· Requirements for scheduling leave without pay in advance

· Requirements for contacting supervisor to request unscheduled leave without pay, including call-in and email procedures

· Denying a request for leave without pay

· Effects of leave without pay on employee entitlements and benefits

Temporary Shutdown/Layoff 

Business Closure

PAY FLEXIBILITIES
Work with your human resources personnel regarding emergency payroll policies.
( Considerations:

· Overtime pay
· Compensatory time off in lieu of overtime pay

· Holiday pay

· Severance pay

· Evacuation payments 

· Criteria for providing advance payments and/or special allowances 

· Will pay rates change if employees work from home temporarily?

· Will your disability / workers compensation insurance cover employees and their families in the event that they become ill while in the line of duty?

· Encourage direct payroll deposits.  

BENEFITS

Work with your human resources personnel to review your employee benefit package.
Policies to Consider:

· Health Insurance

· Disability / Workman’s Compensation Insurance

· Retirement

· Life Insurance

· Long Term Care Insurance

· Flexible Spending Accounts

· Employee Assistance Program

· Survivor Benefits

( Considerations:

· Be prepared to handle large volumes of insurance claims, both health and death beneficiary.  

· Be aware of possible changes to employment taxes.  

· Review disability and death benefits coverage and payment levels. Ensure the ability of your carrier to pay benefits.  

ALTERNATIVE WORK ARRANGEMENTS

Social distancing is useful for limiting exposure to influenza.  Flexible work schedules can enable employees to select and alter their work schedules to better fit personal needs and help balance work, personal and family responsibilities within limits set by the business.  Flexible work schedules are voluntary and subject to managerial approval.  

Work with your human resources personnel to develop policies to implement social distancing measures (e.g. telecommuting, flexible work schedules).  If you have a continuity of operations plan, many of these policies may already exist and only need minor revisions.
Policies to Review / Consider:

· Telecommuting/Telework

· Alternative Work Schedules

· Alternative Work Assignments

· Mutual Aid Work Arrangements

· Evacuation Pay

( Considerations:

· Can services be provided via phone, internet, fax or mail to minimize the time people are in contact with each other?

· Can you adjust business hours to stagger customers/clients during off-peak hours?

· Can you postpone some services until regular business operations can resume?

· Will your policy permit flexible worksites (e.g. telecommuting/telework)? 
· Will your policy permit flexible work hours (e.g. staggered shifts, extended shifts, compressed shifts)?

· Will you make provisions for employees to work at home (without using personal leave) when they are in quarantine? 

· Will you make provisions for employees to work at home (without using sick leave) while recovering from illness?

· Will “non-essential workers” be re-assigned for other “essential” duties in other units?  

· Will policies for “essential workers” differ from those for “non-essential workers”?  

· Will individuals who are more at risk (e.g. immuno-compromised) for severe illness or death from the flu have special assignments in non-direct contact areas that are different from workers who are not considered high risk groups?
· Provide training on standard and droplet precautions and the use of person protective equipment (PPE).
( Telework Considerations:
· Broaden existing policy to include information specific to a pandemic

· Integrate information specific to a pandemic into telework agreements

· Determine which employees are eligible to telework

· Offer telework agreements to all eligible employees

· Develop telecommunications infrastructure to provide maximum amount of multi-way communication during emergencies

· Test and ensure telecommunications infrastructure is capable of handling telework arrangements and securing sensitive information
· Provide appropriate equipment,  security clearances and network applications to teleworkers
· Provide telework training for managers and employees 

· Ask designated employees to practice telecommuting to confirm operability.

· Provide information technology support sufficient to meet telework needs

HEALTH & SAFETY
Safeguarding the health of employees, customers, vendors, and the public during an influenza pandemic is a key objective.  A variety of infection control measures, including heightened hygiene practices and social distancing may be utilized to slow the spread of disease.  

Hygiene
 
Employees will be educated and reminded of hygiene measures that help to limit the spread of disease.  These include:

· Use respiratory etiquette (e.g. covering cough or sneeze with a tissue or cloth; sneeze into elbow if tissue not available). 
· Avoid touching your nose, mouth, and eyes.
· Properly clean hands with soap and water or hand sanitizer regularly, especially after you cough, sneeze or blow your nose.

· Avoid direct skin to skin contact with others, such as hand shaking hands.  Substitute hand shaking with alternatives like waving, smiling, nodding, and bowing.  Wash your hands after contact with others.
· Wash your hands upon removal of gloves.

· Whenever possible, do not use other employees' phones, desks, offices or work tools and equipment.

· Keep work areas and home clean and disinfected.

· Stay home when ill and do not send ill children to school or day care.

· [Insert additional hygiene messages.]

The following hygiene measures will be taken to reduce the spread of disease:    

· Hand washing instructions will be posted in washrooms.

· Cover Your Cough reminders will be posted in waiting rooms and common areas.

· Magazines/papers will be removed from waiting rooms and common areas.

· Hand sanitizer will be available in waiting rooms and common areas.

· Tissues and trash cans will be available in waiting rooms and common areas.

·  [Insert additional hygiene measures.]

Social Distancing

The [Business] has the ability to utilize the following social distancing strategies to reduce close contact among individuals:   

Telecommuting
· The number of employees who have the technological capability to telecommute from home and can adequately perform their primary functions from home is [insert number].  

Teleconferences
· Teleconferences can be held within the following units: [insert unit names].
· Teleconferences can not be held within the following units: [insert unit names].

Staggering work shifts
· The number of employees who do not need to perform their work during the same time of the day and can be spread out in the 24 hours period are [insert number].  
· The number of employees who can work an extended number of hours in fewer days are [insert number].

Face-to-face barriers

· The number of employees who have regular face-to-face contact with the public that can provide services behind a barrier, by telephone, etc. is [insert number].  
· Services that can be re-organized to be provided to the public without face-to-face contact are [insert number and type of service].  
· Systems that can be put in place to minimize direct face-to-face contact with the public are [insert systems].
Alternative facilities

· [Business] may choose to make its alternative facilities, along with other locations, available to implement social distancing.  

· [Position] or designee shall determine which essential functions/services can be conducted from a remote location and those that must be performed at [Business] facility.

[Insert other infection control strategies that can be used to reduce the spread of disease between employees who must have face-to-face contact with others.] 

( Considerations:

· Encourage sick employees to stay at home.

· Minimize situations where groups of people are crowded together, such as in a meeting.

· When meetings are necessary, avoid close contact by keeping a separation of at least 6 feet, where possible, and assure that there is proper ventilation in the meeting room.

· Workplaces which permit family visitors on site should consider restricting/eliminating that option during an influenza pandemic. 

· Work sites with on-site day care should consider in advance whether these facilities will remain open or will be closed, and the impact of such decisions on employees and the business.

(See also Pandemic Policies / Alternative Work Arrangements, page 14.)
Infection Control Supplies

The following infection control supplies are regularly available and may be needed by employees during a pandemic.

· Soap within bathrooms

· Soap within kitchen areas

· Alcohol-based hand sanitizer (minimum 60% alcohol content)

· Paper towels

· Tissues

· Garbage bags and trash cans

· Office disinfectants

· Personal protective equipment

· Gloves

· Surgical masks

· N95 masks

· [Insert other infection control supplies.]

( Considerations

· Stockpile necessary supplies 

· Storage

· Budgeting

· Alternative vendors

· What if employees believe they have not been given the proper personal protective equipment (e.g. gloves, masks) to keep them from becoming infected and refuse to come to work?

· What if the stockpile of infection control supplies runs out?  How will you cope with employees who do not want to work without them? 

Workplace Cleaning

Keep work surfaces, telephones, computer equipment and other frequently touched surfaces and office equipment clean.  Influenza viruses may live up to two days on such surfaces. 

Be sure that any cleaner used is safe and will not harm your employees or your office equipment. Use only disinfectants registered by the Environmental Protection Agency (EPA), and follow all directions and safety precautions indicated on the label.

When employees with suspected influenza have left the workplace, thoroughly disinfect their work area and any other known places they have been. 

The person cleaning and disinfecting should wear a mask and gloves and should discard them afterwards.  Hands must be washed or sanitized at the completion of the procedure.  

Recommended Workplace Disinfectants
	Disinfectants
	Recommended Use
	Precautions

	Sodium Hypochlorite
1 part bleach to 100 parts of water, or 1:100 dilution. Usually achieved by ¼ cup bleach for 1½ gallons water.
	· Disinfection
	· Should be used in well-ventilated areas.

· Utilize gloves while handling and using bleach solution.

· Do not mix with strong acids to avoid release of chlorine gas.

· Corrosive to metals and certain materials.

	Alcohol 

(e.g. Isopropyl 70%, ethyl alcohol 60%)

	· Disinfection

· Smooth metal surfaces, tabletops and other surfaces on which bleach cannot be used.
	· Flammable and toxic. To be used in well-ventilated areas. Avoid inhalation.

· Keep away from heat sources, electrical equipment, flames, and hot surfaces.

· Allow it to dry completely.

	Insert EPA Approved Disinfectant
	· Follow directions on label
	· Follow precautions on label.




Occupational Health

( Considerations

· Train staff on hand hygiene, respiratory etiquette, recognizing flu symptoms and what to do if they think they are sick.
· Encourage and provide training for employees to develop family emergency plans.

· Encourage/offer the seasonal inﬂuenza vaccine to staff.

· Monitor the inﬂuenza vaccination of personnel.

· Identify possible exposure and health risks to your employees.

· Develop a policy for the management of personnel who are at increased risk for inﬂuenza complications (e.g., pregnant women, immuno-compromised staff).

· Develop protocol for employees who become ill at work.

· Develop a system for evaluating symptomatic personnel before they report for duty.

· Develop a system to evaluate when staff recovering from pandemic inﬂuenza may return to work.

· Provide infection control / personal protection supplies and equipment (e.g., surgical masks, gloves, alcohol-based hand hygiene products). 

· Recognize the emotional, mental and physical needs of employees during a catastrophic health event.  

· Review your Employee Assistance Program (EAP) to ensure it is ready to respond to employee needs during a pandemic.

· If you do not have an EAP, identify mental health and faith-based resources that may be available to provide counseling / help employees manage stress during a pandemic. 
Restrict Workplace Entry of People with Influenza Symptoms
During an influenza pandemic an effective way to limit the spread of disease is to ask infected individuals to remain home.  During an influenza pandemic the [Business] will: An example is below.
1. Notify employees they should not come to work if they are not well, particularly if they are exhibiting any influenza symptoms.

2. Post notices at all workplace/facility entry points advising staff and visitors not to enter if they have influenza symptoms.  

3. Advise employees to call a designated phone number for reporting illness.

4. Ensure that ill employees have completed the required isolation period, are healthy and no longer infectious before allowing them to return to work. (Note employees who have recovered from the pandemic influenza are less likely to be re-infected and should be encouraged to return to work.) 
Protocol for Employees Who Become Ill 
Advise employees that if a person feels ill, or if someone observes that another person is exhibiting symptoms of influenza at work, they are to contact their manager or other designated person.  Telephone communications are preferable. An example is below.
1. Speak with the individual by phone.

2. Check if the employee has any influenza symptoms or has been exposed to an influenza patient. (If the employee has influenza symptoms they should be treated as a “suspect influenza case.”  

3. If the employee is symptomatic at work provide him/her with a surgical mask and instruct him/her to put the mask on immediately. (This is to help protect other staff.).  

4. Instruct the employee to leave work.  If possible, public transportation should be avoided.  If public transportation is unavoidable, instruct the employee to keep the mask on and cough or sneeze into a tissue while traveling.

5. Advise the employee to contact a medical professional.  This may involve phoning the person’s normal doctor or a specially designated center to seek advice.

6. Advise the employee on how long to stay away from work (The Macomb County Health Department website, http://macombcountymi.gov/publichealth/, will post isolation guidance).

7. Have the employee’s work station disinfected.
8. Inform supervisor and human resources of employee absence and need for coverage.

9. Check on the employee during his/her absence from work.

10. Encourage employee to return to work once he/she have recovered.

MISCELLANEOUS
Travel Policies

Prepare travel policies for possible travel restrictions.  Include protocol and authority for activation.
10.
Communications
Develop a communications plan and mechanisms to provide relevant information to internal and external stakeholders, including but not limited to instructions for determining the status of business operations and possible changes in working conditions and operational hours.

Insert or reference communications plan here.
Audiences

The [Business] will be responsible for providing information to the following audiences:

· Employees

· Advisory board

· Product and service vendors 

· Customers/clients

· General public

· [Insert additional audiences as appropriate]

(See Appendix 4 Information Dissemination Plan)  

COMMUNICATION TECHNOLOGY  
Ensure that communication technology is operational, interoperable with other systems, secure, and robust enough to handle increased and constant use.  Build in layers of redundancy so that if failure occurs, other systems can take over.  Test systems regularly.  

List communication systems available and individual responsible for maintenance.

Telephone Systems
· Internal information line [insert telephone number]
· External public information line
· Mass voice mail message
· Call center/phone bank
· Call-down tree

· Telephone reassurance

· Conference call

Electronic Systems
· Mass e-mail message

· Website posting [insert web address]
· Intranet posting
· On-line chat

· Mass faxes

· Video conferencing

· Two-way radios

· Public address system

Hard copy*
· Mailing

· Interoffice mail
· Notice board postings
· Pay check mailing

In person
· Meeting

· Presentation

· Training

Media (TV, Radio, Newspaper)  
· Press releases
· Press conferences

· Interviews

* Information may be packaged in the form of letters, memos, fact sheets, brochures, newsletters,   etc. 

(See Appendix 4 Information Dissemination Plan)  

CONTENT DEVELOPMENT
The following individuals and alternates will be responsible for creating and/or coordinating the development of content for communicating with employees, customers/clients, the general public, suppliers and service vendors, and partners.

Primary Name

Job Classification

Unit

Contact Information

Alternate Name

Job Classification

Unit

Contact Information

Alternate Name

Job Classification

Unit

Contact Information

CONTENT APPROVAL 
The following individuals and alternates will be responsible for authorizing the content and information dissemination strategy. 

Primary Name

Job Classification

Unit

Contact Information

Alternate Name

Job Classification

Unit

Contact Information

Alternate Name

Job Classification

Unit

Contact Information

Communication Messages

( Employee Considerations: 

· There may be a high level of fear, anxiety, rumors, and misinformation regarding a pandemic.  Regularly sharing information is one way to reduce staff distress.  

· Identify how urgent communications (e.g. work schedules) will be relayed as well as less timely information.

· Communicate employer expectations / disaster service worker obligations
· Identify or develop informational materials on pandemic inﬂuenza for staff and their families that are language and reading-level appropriate.  
· Encourage staff to maintain a 30-day supply of medications and medical supplies, as well as a two-week supply of non-perishable food and water.

· ( Customer/Client Considerations: 

· Identify or develop informational materials on pandemic inﬂuenza for patients and their families that are language and reading-level appropriate.
· If your business provides direct care, identify or develop materials to guide family members on infection control and care of influenza clients in the home. 

· Encouraged customers/clients and their families to maintain a 30-day supply of medications and medical supplies, as well as a two-week supply of non-perishable food and water.

Communication messages to include: 

Prepare
· General avian/pandemic influenza information 

· Components of the [Business]’s pandemic influenza business continuity plan 

· Infection control preparations taken by the [Business]

· How to develop a personal/family disaster kit

· Where to get information during an emergency (e.g. website, telephone information line)

Respond
· Activation of the [Business]’s pandemic business continuity plan
· Updates on the status of the pandemic

· Policy changes

· Infection control measures to be utilized at work 

· Illness reporting 

· Job reassignments

· Vendor product/supply needs

· Services available to the public
· Where to get ongoing information (e.g. website, telephone information line)

Recover
· Updates on the status of the pandemic

· Job reassignments

· Policy changes
· Deactivation of the [Business]’s pandemic business continuity plan

11.
Training, Testing and Exercising
Training, testing and exercising are essential to assessing, demonstrating and improving the ability of businesses to maintain their essential functions and services.

( Considerations: 

· Designate a person to coordinate education, training and exercises.

· Maintain records of training attendance.

· Conduct tabletops and other drills to test plan components.
· Write after-action reports; identify and implement corrective actions.

Social Distancing

Conduct annual tests, training and exercises to ensure sustainable social distancing techniques, including telework capabilities, and to assess the impacts of reduced staff on the performance of essential functions.

Annual Awareness Training

Conduct annual awareness briefings specific to pandemic influenza, continuity plans, infection control and personal protective equipment/supplies.

Tabletop, Functional and Full-Scale Exercises

Conduct annual pandemic exercises to examine the impacts of pandemic influenza on business essential functions, to familiarize personnel with their responsibilities and to validate the effectiveness of pandemic influenza COOP planning by senior leadership. Improve the plan based on lessoned learned.  

Cross-Train Successors and Back-up Personnel

Identify and train personnel, by position, needed to perform essential functions, including backups.
( Topic Considerations: 

· How to develop a personal/family emergency plan. 

· First aid and CPR training.

· Promote healthy lifestyles, including good nutrition, getting plenty of rest and exercise, smoking cessation and getting a seasonal flu vaccine.

· Signage about stopping the spread of germs at work. 

· [Business] pandemic influenza plan

· Employer expectations / employee obligations

· Workplace policies to be implemented during a pandemic

· Self care and critical incident stress management
Insert training, testing and exercising plan here.
12.  Recovery
The ability of an organization to recover from a catastrophic event and consolidate the necessary resources expedites the return of normal service and allows it to return to a fully functioning entity. 

Replacement of Employees

Develop plans for the replacement of employees unable to return to work and prioritize hiring efforts, including but not limited to retired employees and emergency use of contractor services.

Facility/Building Habitability

Develop plans and procedures, in conjunction with public health authorities, to ensure the facilities/buildings are safe for employees to return to normal operations.

Appendix 1:  Contact Lists
Maintain contact lists for whom it will be necessary to maintain communication and coordination of care during a pandemic. 

	Contact List
	Maintained By
	Electronic Format
	Electronic Location
	Hard Copy Location

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Appendix 2:  Employee Contact Lists
Maintain a database or list of contact information for your employees.  
( Considerations:

· Assign responsibility for maintaining the contact list / database

· Update contact list / database quarterly and as needed
· Maintain electronic and hard copies of the contact list / database; include revision dates
· Distribute updated lists as soon as they become available; include revision dates
· Establish a calling tree

· Test the calling tree

Suggested fields for your database or list:

· Position

· Name

· Email 

· Office# 

· Home# 

· Cell# 

· Pager# 

· Emergency#

· Work Location

· Home Address

· Emergency Contact Information

· Emergency Response Role

Appendix 3:  Product & Service Vendors
Critical Vendors 
Identify vendors of critical products and services required to maintain essential operations.  Remember to include maintenance contractors (e.g. copy machine, gasoline companies, etc.).
Suggested fields for your database or list:

· Company name
· Address


· Phone


· Fax


· E-mail


· Primary contact name


· Alternate contact
· Account/contract
· Materials provided
· Frequency of delivery


· Notes


Alternate Vendors
Identify other businesses or organizations that can provide essential services and supplies if your regular vendor can not.  
Suggested fields for your database or list:

· Company name


· Address
· Phone
· Fax
· E-mail
· Primary contact name
· Alternate contact
· Notes



( Considerations: 

· Look for geographic dispersion of vendors as some regions may be experiencing waves of illness at different times. 
· Have your organization’s supplier and service vendors contact information in one place so that any employee can initiate communication if necessary. 

Vendor Continuity

Discuss with vendors their plans for ongoing services and/or shipments in the event of absences, shortages, or disruptions in transportation systems. 

Stockpile Critical Supplies

( Considerations: 

· Stockpile at least a week’s supply of consumable resources.  Be aware of each product’s shelf life and storage conditions.  Incorporate product rotation into your stockpile management program.

· Anticipate consumable resource needs (e.g., masks, gloves, hand hygiene products, tissues, and office cleaning supplies).

· Develop contingency plan to address supply shortages.

· Budget for stockpile

· Storage of stockpile

Appendix 4: Information Dissemination Plan                            Modify table as appropriate.
	Mode of Dissemination
	Audience
	Good for urgent communication
	Strength/Weaknesses

	
	Employees
	Partners
	Customers Clients
	Vendors
	
	

	Telephone System

	Internal Organization Emergency Information Line
	(
	
	
	
	Yes
	A voice message can be pre-recorded and updated offsite.  Access to the voice message can be controlled by using a PIN provided to all employees.  (Good for relaying instructions on reporting to work.)  

	External Information Line
	(
	(
	(
	(
	Yes
	

	Mass Voice Mail Message
	(
	
	
	
	Maybe
	Some employees may not have a designated work phone with voice mail.

	Call Center/Phone Bank
	(
	(
	(
	(
	Yes
	Some individuals may prefer speaking to a live person vs. a recorded message. 

	Call-Down Tree
	(
	
	
	
	Yes
	A call-down tree can be used for relaying simple and short information by phone.  Each person is designated to call another once they have received the message. 

	Electronic

	Mass E-mail message*
	(
	
	
	
	No
	Some employees may not have a designated e-mail address or be able to access e-mail at home.

	Website Posting*
	(
	(
	(
	(
	Maybe
	Not all people will have access to a computer.

	Intranet Posting*
	(
	
	
	
	No
	Not all employees will have access to a computer. 

	On-Line Chat
	
	
	(
	
	No
	Not all people will have access to a computer.

	Hard Copy 

	Mailing*
	(
	(
	(
	(
	No
	Delivery may take a few days.  May be costly.  

	Interoffice Mail*
	(
	
	
	
	No
	Not all employees will have a mail box for receiving interoffice mail.

	Mass Faxes*
	
	(
	
	(
	Yes
	Database with fax numbers and mass fax system required.

	Notice Board Posting*
	(
	
	(
	
	Maybe
	

	Pay Check Mailing*
	(
	
	
	
	No
	All employees will receive information.  

	In Person

	Meeting/Presentation
	(
	(
	(
	(
	Maybe
	During some stages it may not be advisable to hold gatherings

	Training
	(
	
	
	
	No
	May take time to coordinate.

	Media- TV, Radio, Newspapers

	Press Release*
	(
	(
	(
	(
	Yes
	

	Press Conference
	(
	(
	(
	(
	Yes
	


* Examples of informational content include letters, memos, fact sheets, brochures, and newsletters

Appendix 5:  Essential Functions Worksheet
This worksheet is designed to help your business identify an influenza pandemic’s potential impact on routine operations and identify and prioritize critical operations, staff and procedures.
Routine Operations

Complete the information below for each routine operation/service. 

1. Routine operation (description/purpose)
2. Is this regulatory requirement?
3. Unit responsible for operation

4. Number of staff and job classifications required to perform the operation

5. Critical inputs required to perform the operation  

Critical inputs are supplies, suppliers, sub-contracted services, etc. required to maintain operations.  (See Appendix 3 – Product and Service Vendors)

( Considerations:

· Review existing inventory.

· What inputs are used on a daily or monthly basis?

· How might supply shortages affect operations?

· How might interruptions of services affect operations?

6. Changes in demand that may occur during a pandemic

( Considerations:  

· Determine how the needs of your customers/clients may change during a pandemic.

· Plan for downsizing services but also anticipate for a surge in services.

7. Strategy for scaling back or expanding operations

( Considerations:  

· Determine what staff changes will be needed for expanded or diminished demand for services.

· Redistribute assets normally dedicated to diminished services to areas that may experience an increased demand. 

· Develop contingency staffing plans.

· Establish priorities for providing services. 

· Redefine the scope of services that the business will provide during a pandemic and those that will be denied or referred to others. 
8. Alternative ways to provide services that limit human-to-human contact

Identify which job functions could be done remotely during a pandemic and alternative ways for customers/clients to access your products/services.  Examples: telecommuting; staggered shifts; increased social distancing, telephone or on-line support in lieu of face-to-face interaction.
( Alternative Services Considerations:

· Can you adjust business hours to stagger customers/clients during off-peak hours?

· Can services be provided via phone, internet, fax or mail to minimize the time people are in contact with each other?

· Can you postpone some services until regular business operations can resume?

( Telecommuting/Telework Considerations:
· Enable employees and their alternatives to work from home with appropriate equipment, security clearances and network applications.

· Identify personnel performing functions that may be accomplished through telework.

· Describe responsibilities while teleworking.

· Identify the infrastructure needed to support this work.

· Describe how technological assistance will be provided to teleworkers.

· Practice telecommuting to confirm operability. Identify procedures to ensure that corrective action is taken on any deficiency identified.
(See also Pandemic Policies / Alternative Work Arrangements, page 14)
9. At what level do operations stop?  Can this operation be sustained if absenteeism equals:

20%     YES     NO

30%     YES     NO
40%     YES     NO

50%     YES     NO
10. Can this operation be suspended temporarily without causing immediate or irreparable damage to the business?     For how long?   
11.  Is this an essential operation?
VITAL RECORDS AND DATABASES
Identify, protect and ensure the ready availability of electronic and hardcopy documents, references, records and information systems needed to support essential functions for up to several months.

Determine whether systems, databases and files can be accessed electronically from a remote location (e.g., an employee’s home or alternative workplaces) and establish reliable access and security protocols for them.

Identify and plan for the maintenance of those vital systems and databases that require periodic maintenance or other direct physical intervention by employees.
	Vital File, Record, or Database
	Electronic Location
	Hardcopy Location
	Pre-positioned at Alternate Facility
	Back-Up Location

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Your business may already have information technology continuity of operations and recovery plans.  Examples of information that may be included:
To protect our computer hardware, we will:
. 

To protect our computer software, we will:


If our computers are destroyed, we will use back-up computers at the following location: 

If our accounting and payroll records are destroyed, we will provide for continuity in the following ways: _________________________________________________________.

considerations
National Economic Disruption

How will your business:

· Ensure their economic viability at each phase of the pandemic? 

· Prepare and respond when other businesses around them are failing? 

Workforce Absenteeism 

How will your business:

· Maintain essential operations and services if 40 percent or more of all workers are out sick or choose to stay home to avoid exposure? 

· Maintain essential operations and services when well workers choose, or are forced, to stay home? 

· Maintain essential operations and services when community outbreaks last six to eight weeks and multiple waves strike in a calendar year? 

· Bolster the depth of reserves for essential workers at all levels? 

· Ensure family and childcare support for essential workers? 

· Provide delegations of authority and orders of succession for workers? 

Time Duration and Waves

How will your business: 

· Ensure essential functions over a six-to-eight-week pandemic wave? 

· Ensure recovery from a ﬁrst wave, while preparing for possible subsequent waves over the course of a calendar year?  

· Define breaking points when a portion or all basic and essential business functions begin to fail?

Security Risks and Social Stability

How will your business: 

· Ensure the security of their workers and families at work and home? 

· Ensure the security of their workplace operations and supplies? 

· Ensure the security up and down their supply and delivery chains? 

Geographic Dispersion and Rapid Spread

How will your business: 

· Maintain essential operations and services when necessary resources are not available? 

· Ensure sufficient essential resources are available at each worksite? 

· Ensure that their planning takes into account the people and businesses that depend on them for supplies and services? 

· Afford to cross-train nonessential personnel for essential functions? 

· Afford to stockpile adequate levels of essential reserve materials? 

Supply Chain and Delivery Networks

How will your business: 

· Ensure continuity when worker absenteeism and movement restrictions delay or stop their supply and delivery chains?

· Ensure adequate visibility of their entire essential supply and delivery chain in order to uncover potential impacts on second- and third-order manufacturers and suppliers?

· Deﬁne the breaking points when movement restrictions affect a portion or all of the functions of a business?
· Ensure all essential business partners in the supply chain are equally well prepared for a pandemic?
Financial
How will your business: 

· Maintain payroll functions?

· Manage if your banking institution is closed or transactions are delayed?

· Expedite necessary but unforeseen purchases / expenses.  

· Maintain adequate amounts of cash on hand to maintain business operations and to provide cash advances to employees if needed for basic goods?

Mobility and Travel

How will your business: 

· Ensure continuity despite significant delays in, and restrictions on, moving personnel and materials?

· Withstand a lengthy quarantine for all traveling personnel?

· Ensure continuity of overseas operations if U.S. personnel abroad return to protect their families and/or seek better healthcare?
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Appendix 7:  Implementation Phases

Planning Phase

Whether it is manmade or natural, a disaster affecting business operations exhibits many of the same impacts and outcomes, and requires the same essential preparations. The time to plan for disaster contingencies is well before the disaster strikes. With the sheer number and type of disasters threatening businesses, from localized power outages and snowstorms to catastrophic national disasters, one plan will likely not fit all. In today’s post 9/11 environment, businesses should assemble a family of carefully targeted disaster preparedness, response, and recovery plans. In the pandemic context, the goals and objectives driving the planner’s efforts may require very different preparedness, response, and recovery actions. 
The following are examples of major actions, issues, and supporting actions businesses should incorporate during the planning phase in concert with the initial WHO and USG pandemic alert phases/stages. Given the variety of business types, these are not exhaustive of all possible actions. The checklist should afford a reasonable start, and, at a minimum, should help the planner raise awareness and sensitivity to issues and actions not previously considered. 
	Planning Phase Checklist

	Actions
	Issues to Consider

	1.  Identify and assess workers’ family care requirements 
· Develop pandemic education and information sharing processes targeted for worker families.

· Integrate protocols and technologies into emergency communications. 

· Ensure sensitivity to worker privacy regarding any information gathered.

· Identify essential workers who are dual-income working parents or single, head of household parents. 

· Assess the number of workers with school-age children or other dependents at home. 

· Review the number of workers and families who rely solely on public transportation.

· Consider availability of social and community services support.
· Plan for grief counseling and psychiatric care.

· Account for language issues and barriers.
· Identify other special family support needs.


	Whenever possible and with appropriate privacy protections, identify and assess issues for supporting worker family care. Under such extreme conditions, a worker’s family becomes an essential supporting or risk element for the worker and the business. Better understanding the particular needs of workers’ families allows for focused actions in developing and implementing a business “family care plan.”

	2.  Prioritize support requirements
· Prioritize personnel for receipt of vaccines and antiviral medications.

· Prioritize personnel for receipt of other types of medical countermeasures and personal protective equipment.

· Identify and prioritize essential functions and equipment requiring municipal infrastructure support (water, electric, gas, etc.), essential supplies, and/or dedicated security support.
	Prioritize the business’ essential functions, personnel, and material needs for initial distribution of limited medical resources and for Federal, State, local and tribal non-healthcare support.  Federal prioritization schemes for vaccines, antivirals, and other medical countermeasures will be based on functional categories or occupational types.  The business will need to identify and prioritize their specific essential workers within these federal categories and types.

	3.  Examine the business’ inbound supply and support chain
· Review all in-house supply requirements.

· Meet with suppliers to identify the supply chain through each level of supply and deliver.

· Meet with inbound distributors and transporters.

· Examine all second and third tier relationships and other contract arrangements.


	Identify and prioritize critical interdependencies along the entire supply chain, especially noting part-time and outsourced contract support, and other second and third order relationships.



	4.  Examine national, regional, and local supply chain interdependencies and impacts 

· Assess the business’ supply chain for potential impacts from movement disruptions.

· Prioritize operational impacts.

	Assess and prioritize impacts from potential disruptions to national, regional, and local supply chains.



	5.  Investigate international interdependencies and impacts
· Assess implications for the business’ international workers/offices/affiliates.

· Assess supply chain requirements involving international suppliers. 

· Prioritize all impacts by affects on the business’ essential, critical, and normal operations. 

	Assess and prioritize impacts from disruptions in business travel and material movement for international workers/offices/plants/affiliates and across supply chains. 



	6.  Identify overall lead pandemic coordinator and/or team 
· Designate a pandemic coordinator(s). 

· Assign members to the team and train for the tasks.


	Identify and include in all planning processes, a pandemic coordinator and/or team with deﬁned roles and responsibilities.

	7.  Integrate planning input from inside and outside the business
· Conduct meetings and exercises with all internal and external stakeholders.

· Establish a Web site, email, or telephone pandemic information sharing and concerns input center.

· Conduct town hall meetings with employees, customers, and the public.

	Seek input and support from all employees, supply chain businesses, key supporting businesses (e.g., insurers, clients, and customers), and when appropriate, the public.

	8.  Deﬁne “essential”
· Deﬁne “essential” functions, goods, and services a business requires sustaining operations and surviving as an economic entity.
· Deﬁne those essential goods and services it provides that are vital to sustain the national, regional, and local communities.

· Deﬁne the changes and implications of these changes for what is “essential” for each COP-E scenario as impacts become worse and goals shift.
	Deﬁning what’s “essential” may be the most important and most difficult task for planners. It ﬁrst demands a truly comprehensive review of all functions and all obvious ﬁrst order functions, as well as those less obvious second and third order ones. Also, it requires a frank assessment of what is really essential and what may be “simply” critical or useful.

	9.  Identify and prioritize speciﬁc impacts on the business 
· Identify the prioritized effects on the business and the community, speciﬁcally noting what it means at each level when they are unavailable. 

· Identify how long a business can expect to continue providing essential functions, goods, and services in total or reduced quantities. 

· Identify breaking points when outside resources can no longer provide essential functions, goods, and services.

	For each COP-E scenario, identify the impacts from disruptions to essential functions, services, and goods. Assess these impacts in terms of priorities, time and “breaking points”. 



	10.  Prioritize devolving essential functions
· Identify primary and supporting functions based upon their impacts on providing essential goods and services for the business and the community.

· Prioritize actions to support the “devolution of normal, critical, and essential functions.”
	Devolution is the capability to transfer authority and responsibility for essential functions from an organization’s primary operating staff and facilities, to other employees and facilities, and to sustain operational capability under devolved authority for an extended period. Because local outbreaks will occur at different times, have variable durations, and may vary in their severity, devolution planning may need to consider rotating operations between regional/ﬁeld offices as a pandemic wave moves throughout the United States. 



	11.  Delegate authorities and orders of succession 
· Develop formal protocols for implementing “Delegations of Authority.” 

· Develop and implement formal processes for “Orders of Succession” for all essential personnel.

· Deﬁne the changes and implications of these changes for what is “essential” for each COP-E scenario as impacts become worse and goals shift.
	“Delegating authorities” is a formal chain of authority for business operations. 



	12.  Identify/prioritize workers, supplies, equipment, and second/third order support 

· Uncover potential second and third order impacts on workers, supplies, equipment, and supporting functions. 

· Assess unforeseen supporting interdependencies of “non-essential” functions. 

· Examine essential internal functions for other challenges, including work outsourced or performed by temporary, part-time, or contract employees. 


	For the essential functions, identify those personnel, supplies, and equipment vital to maintain the business’ essential internal and external functions, services and goods. 



	13.  Forecast worker absences
· Meet with community health and emergency personnel to gather information on potential health impacts and disease containment strategies.

· Monitor Federal, State, local and tribal pandemic information sites for information on containment strategies.

· Meet with workers and their families to assess specific impacts based on worker concerns and needs.
	Forecast absences during a pandemic based on factors such as worker or family member illness, community containment measures and quarantines, school and/or business closures, and public transportation closures.


	14.  Sustain essential functions, supplies, material, and equipment
· Cross-train non-essential backup workers to perform essential functions.

· Retain and update recently retired essential and non-essential workers.

· Train new reserve workers and appropriate worker family members.

· Coordinate with like sector businesses to consolidate essential functions and workers at critical pandemic trigger points.

· Propose cost-effective and efficient preparedness actions to stockpile strategic reserves for all essential supplies, material, and equipment.

· Propose cost-effective and efficient preparedness actions to sustain supporting systems for essential functions, such as periodic maintenance, repair, and emergency replenishment.


	Identify and propose actions to protect and sustain essential functions, supplies, materials, equipment, and systems support.

Develop prioritized actions to promote “roster depth” for all essential functions and personnel and to ensure sufficient stocks and/or rapid, reliable resupply processes for all essential materials and equipment for each COP-E scenario.

	· 15.  Sustain essential workers
· Establish ﬂexible worksite (e.g., telecommuting) and work hour policies. 

· Establish policies to limit inﬂuenza spread at the worksite. 

· Establish infection control policies (e.g., immediate mandatory sick leave) for sick employees, and reassign personnel who are at high risk to develop inﬂuenza-related complications. 

· Establish policies restricting travel to affected domestic and international areas, evacuating employees working in or near affected areas, and providing guidance to employees returning from affected areas (see CDC travel recommendations). 

· Exercise and test policies and procedures. 

· Train managers and educate employees on policies and procedures.
	Assess and propose pandemic response policies and actions to initially protect and sustain all business workers, family members, customers, clients, and the public, and then more specifically for the business’ essential workers.


	16.  Examine national, regional, and local supply chain interdependencies and impacts


	Assess and prioritize impacts from potential disruptions to national, regional, and local supply chains.

	17.  Investigate international interdependencies and impact
	Assess and prioritize impacts from disruptions in business travel and material movement for international workers/offices/plants/affiliates and across supply chains.

	18.  Model interdependencies 

	Map and model the network of essential 

intra- and inter-sector, cross-border, and 

cross-jurisdictional interdependencies 

between the business and its supply 

chain and all government partners. 

	19.  Connect with Federal, State, local, and tribal government agencies 
	The business cannot stand alone; during a pandemic the business and the community will need to work closely as a supporting team to ensure success. 

	20.  Connect with insurers, health plans, and major healthcare facilities 
· Collaborate with insurers, health plans, and healthcare facilities. 

· Share pandemic plans and integrate plan with theirs.
	Consider essential actions to ensure your workforce and their family’s protection and assure them of plans for their medical support. 

	21.  Coordinate risk communications protocols and communications capabilities 
· Assess and prioritize the business’ normal and emergency communications protocols, processes and capabilities for rapid information sharing with all relevant stakeholders. 

· Meet with all internal and external stakeholder groups to identify concerns and support needs. 

· Where practical, pre-package risk communications message options. 

· Coordinate with the local public health and emergency management teams on message and information sharing initiatives. 

· Develop information sharing processes and protocols tailored for each audience group. 


	Effective, consistent, and timely risk communication is essential to inform and assure internal and external stakeholders during a disaster. Coordinate and 

support risk communications and 

information sharing initiatives for 

pandemic surveillance and detection within the business, across the supply chain, across all interdependent sectors, and with all appropriate government partners. 

	22.  Provide for communications technologies and protocols 
· Identify and assess current and available communications technologies in the business, in the community, and from Federal/State government. 

· Develop a plan for enhancing, procuring, leasing, or sharing necessary communications technologies. 

· Establish emergency and information sharing communication protocols for different technologies. 

· Ensure sufficient redundancies in technologies are available and planned.
	Provide for appropriate information technology, support, and protocols to ensure effective and efficient information 

sharing and risk communications 

consistent with the business’ pandemic preparedness, response, and recovery needs. 

Establish tailored business emergency communications and information protocols that address differing requirements across all pandemic phases. 

	23.  Public and media relations 
· Meet with local and regional media staff and coordinators to discuss processes and shared support. 

· Assess requirements for public relations, likely target audiences, potential messages, and various mediums for delivering the messages. 

· Develop messages and prioritized actions for sharing information with the media.

· Identify and mitigate challenges to supporting public and media relations.

· Exploit opportunities to inform suppliers, customers, workers and the public.
	Public and media relations will be critical to ensuring the business maintains community support, that its workers and 

customers/clients are consistently and factually informed, and to rapidly dispel any misinformation about the business. 

	24.  Identify, document, coordinate, and test “trigger points” and resultant actions 
· Assess what triggers a change in the international pandemic alert status. 

· Assess what triggers a change in the Federal, State, and local pandemic alert.

· Identify and assess what these triggers mean to the business’ preparedness and response actions.

· Establish authorities, triggers, and procedures for activating and terminating the business’ response and recovery plans. 

· Establish formal mechanisms for altering business operations and transferring business knowledge to key employees.

· Establish procedures to monitor the internal and external environment to respond to triggering events.
	A “triggering event” occurs when something in the external or internal environment changes and forces a business to respond. Identify and assess “triggering events” for each potential action, such as changes in the WHO and the USG pandemic alert matrix; Federal, State, tribal, and local government direction; and resource availability. 



	25.  Consider essential business support for the community and nation 
· Assess current product lines and services for alternative uses.

· Coordinate with local public health and emergency managers on potential critical shortage needs.

· Identify costs and actions necessary to rapidly adapt products and services
	Consider creative opportunities to adapt the business’ essential and non-essential product lines and services to optimize availability of the most essential goods and services (e.g., a soft drink bottler could shift to bottle potable water). 



	26.  Identify direct and indirect costs

· Assess resource implications associated with each action to aid in prioritizing actions and in obtaining outside support.

· Assess costs in developing reasonable implementation milestones and timelines.

· Develop processes to monitor costs during pandemic phases both to reprioritize resources, and to validate costs for later reviews and possible compensation.

	Costs and resource availability are key considerations in determining what can be afforded and how long preparedness actions may take to accomplish.  Develop actions to identify and track all pandemic specific resource costs for each disaster phase to facilitate decision making concerning prioritizing and allocating limited business resources.

	27.  Assess and incorporate actions developed for each disaster and COP-E phase 
· Identify and examine the assessments, processes, and actions developed for each disaster implementation phase (prepare, respond, and recover).

· Review in light of both the business and the greater good.
	Pandemic impacts will evolve and requirements will alter dramatically based upon changes at each disaster phase. 



	28.  Identify metrics, milestones, and timelines 
· Assess each action to identify sub-actions and tasks.

· Identify speciﬁc measurable processes or outcomes for each action.

· Assess potential milestone and timeline implications based on best available time projections and WHO/ CDC information on the pandemic.

· Assess the time required to implement a potential action (e.g., one month vs. three years). 

	Identifying both external and internal metrics and milestone aids to ensure the business’ planning expectations and preparedness horizons are achievable and practical. 



	29.  Assess and develop exercise and training options 
· Assess requirements for pandemic scenario-driven exercises with groups consisting of the business’ managers and workers, as well as key suppliers, customers, and government emergency managers. 

· Develop scenario-driven exercises to test planning actions and involve internal and external stakeholders. See business speciﬁc scenario input above and Section 9-Appendix in the reference Guide for examples of pandemic scenarios and exercises.

· Develop training programs for all personnel on personal, workplace and family protection protocols, and actions to take for each phase of a pandemic.

· Assess and prioritize costs and available resources. 


	Exercises and training sessions are powerful tools for preparing the participants and the planners. Involving both internal and external business stakeholders in focused pandemic exercises and training sessions are critical components of any pandemic plan. 



	30.  Monitor actions and milestones 
· Identify and develop a monitoring tool/instrument for use with the business’ pandemic preparedness, response, and recovery actions.

·  Assess costs to develop and implement monitoring processes. Develop, where practical, sharing agreements with similar businesses.

· Coordinate with Federal, State, and local public health and emergency management officials to share monitoring capabilities and real-time status information.
	Develop a monitoring process and instrument sensitive to business privacy issues. 



	31.  Finalize, implement, and review periodically 
· Implement initial appropriate actions for the pandemic phase and external trigger point.

·  Continuously monitor and assess implementation actions to ensure staying on target.

·  Adjust plans as necessary to ensure a ﬂexible, effective, and successful implementation. 

· Review plans periodically; at least every 90 days initially and more frequently as the pandemic evolves.
	Finalize and implement the business’ pandemic inﬂuenza plan(s) in a rational and timely way in order to ensure the business is fully prepared to respond and recover from a potentially severe pandemic inﬂuenza. Review all planning actions and processes periodically. 




Preparedness Phase

Businesses vary greatly in their ability to plan for, respond to, and ultimately recover from a major disaster like a pandemic.  How these differences are managed within a business, between businesses, and across sectors will be crucial to overall economic success.

The first implementation section from the business’ Pandemic Plan incorporates specific assessments and actions needed to prepare the business to respond and recover from a pandemic influenza.  The Preparedness Phase relates to the WHO Pandemic Alert Phases 1-4 and USG Stages 0-1; at Phase 5 and Stage 2 the time remaining to prepare for response is minimal.  To succeed, preparedness demands involvement and support from all business echelons, ranging from CEOs to frontline workers and their families.  Pandemic preparedness-specific processes and challenges are listed in the checklist below.

	Preparedness Phase Checklist

	Action
	Issues to Consider

	1.  Empower a pandemic preparedness and response team 

· Identify and assign pandemic emergency operations leadership and support team. 

· For larger businesses, establish an emergency operations center to manage response and recovery operations during outbreaks.

· Leverage personnel and functions already established for other disaster contingency requirements.
	The pandemic planning coordinator and team may also serve as the lead preparedness and response team. 

	2.  Incorporate disaster phases and COP-E scenarios for the pandemic periods 

· Businesses should track changes in the WHO and USG pandemic alerts to deﬁne objective “trigger points” when their preparedness activities should shift to the next level. 

· Integrate all the critical actions for the response and recovery disaster phases to ensure preparedness activities are focused and timely. 

· Successful preparedness necessitates prioritizing and implementing actions based on a full understanding and integration of requirements across each pandemic period and disaster phase. 
· Refine and focus prioritized actions with respect to sustaining essential business community and national functions, goods and services and achieving success under the three worsening scenarios.
	Planning and preparedness are not end-states. All actions necessary during response and recovery must have corresponding planning and preparedness actions. 

	3.  Sustain essential functions 
· Preparedness actions should concentrate on resolving potential weaknesses in these networks before their failure causes an entire function to fail. 

· Plan for scenarios likely to result in increased or decreased demand for goods and services (e.g., hand washing disinfectants and protective gloves) during a pandemic.
	The bottom-line for preparedness is to support sustaining essential functions during response and recovery. Incorporate and prioritize all preparedness actions to ensure this primary outcome. 

	4.  Prepare to sustain essential workers 

· Implement actions and policies to reduce overall and speciﬁc “risk” and protect the workforce from internal and external contacts. 

· One essential worker should not be the only employee able to perform a speciﬁc essential function.  Implement preparedness actions to improve the roster depth of numbers for essential workers available for each function. 

· Train and prepare an auxiliary workforce to assume particular roles in helping to sustain essential functions (e.g., contractors, part-time employees, and family members).

· To build a more flexible worksite, establish and implement creative policies and actions, including promoting telecommuting; providing “batch-loading” tasks; and installing remote handling and delivery capabilities (i.e., drive-up windows). 
· Implement preparedness actions to enhance IT support for telecommuters to provide sufficient computer and telephone equipment, lines, and bandwidth at the business and at intermediary telecommunications systems. 

· Practice “ghost-shift changes” wherever possible, with workers going off duty leaving the workplace before the new shift enters. 
· Consider expanding the normal one-shift workday to one with multiple shift periods to minimize worker contact.
· Set up a process to track and deploy workers recovering from inﬂuenza to perform high-risk, essential services. 
· Establish and test home care options for workers from single-parent and dual-income worker families. Home care options may include employing non-essential workers to help care for essential worker families. 

· Identify worker transportation requirements. For those essential workers without options or for those who rely solely on public transportation, establish a means of dedicated transportation to/from work while maintaining necessary infection control processes (e.g., social distancing and surface cleaning). 

· Review, revise, and implement insurance for workers, including providing adequate health insurance, business interruption insurance, and liability insurance for home care or dedicated transportation. 

· Implement policies and funds to pay for extended sick and family care leaves, worker furloughing, and “snow days.”

· Take measures to support workers at international sites and ensure the safety of returning U.S. workers and their families.
· Implement prioritized actions to ensure adequate reserves in a timely manner for all essential supplies, material, equipment, and systems support.
· Ensure pandemic reserves are sufficient to endure the initial 6-8 week wave, and to replenish rapidly during the first recovery period and subsequent waves.

· Ensure businesses can maintain existing just-in-time supply and maintenance arrangements, or ensure sufficient reserve stockpiles are on hand.

· Review all equipment standard maintenance and repair schedules, maintenance history, and equipment life expectancy to ensure all essential and critical pieces are capable of sustained operation with the supply and maintenance resources available on site or in reserves.
· Target possible second and third order effects, such as “who supplies the suppliers” and identify their potential weaknesses.

	· Reduce risk and protect workers and their families. 

· Improve the numbers of available essential workers.

· Auxiliary workforce

· Virtual operations 
· Information technology support 

· Manage worker shifts 

· Create worker “shifts” 

· “Safe” workers 

· Home care options 

· Dedicated transportation 

· Business and worker insurance 

· Worker leave

· International workers

· Prioritized actions 

· Reserve duration

· Just-in-time requirements

· Equipment maintenance schedules

· 2nd/3rd order effects

	
	

	
	

	
	

	
	

	
	

	
	

	5.  Address other interdependent systems 

· Implement actions to help prepare other essential interdependent support systems, including those performed by various onsite contractors and sub​contractors (e.g., security and food operations), and by outsourced off-site contractors (e.g., hazardous waste removal, physical, IT security, and emergency response).
	For the business to be fully prepared, it must ensure all its essential interdependent in-house sub-contractors, and external suppliers, deliverers, and other connected systems are equally well prepared. 

	6.  Implement internal surveillance and detection 

· Different hospitals and health centers treating patients may not detect an outbreak immediately. The business suddenly experiencing greater than normal numbers of workers with ﬂu-like symptoms may be ﬁrst to alert the community and nation. 

· To assist Federal, State, tribal, and local public health ofﬁcials, businesses should implement internal surveillance protocols and processes to monitor the health status of all workers, contractors, and family members. 

· Coordinate with local public health officials to develop a surveillance plan. 

· Collaborate with local public health officials to establish the best methods to report potential illness and outbreak information.
	Monitoring the environment to detect disease occurrence and outbreaks and the evolution from animals to humans affords the veterinary and human public health teams their best opportunity to swiftly interdict the disease and potentially contain its spread. Businesses play a critical role in supporting and conducting surveillance and detection, and monitoring their situational awareness. 

	7.  Where available, utilize occupational health and medical teams 

· For businesses with in-house occupational health and medical staff, implement and share surveillance information with government public health officials. 

· Smaller businesses should explore sharing surveillance information and resources with larger businesses in their supply chain and the community. 

· Regardless of size, businesses should contact state and local public health offices to coordinate sharing expertise and disease surveillance strategies.
	Typically, large and medium-sized businesses have extensive in-house occupational health teams available for surveillance and response phase for health support. 

	8.  Exploit external surveillance and detection 

· Visit these Web sites:

· (HHS/CDC) http://pandemicﬂu.gov
· (WHO) www.who.int/csr/outbreaknetwork/en

· (Pan American Health Organization) www.paho.org/english/ad/dpc/cd/inﬂenza.htm 

· (European Union) www.eu.int/comm/health/index_en.html
	Exploit international, national, state and local public health surveillance resources (e.g., international and national health surveillance Web sites; local emergency operations centers; and public health ofﬁces academic institutions) for monitoring disease progress externally to provide important insights into potential pandemic timing, impacts, and trigger points. 

	9.   Monitor and adjust business trigger points and actions from changes in international, national, and local pandemic phases.
· Large businesses should share their external surveillance information and insights on trigger points with smaller businesses in their supply chain and community. 

· Identify key points of contact at all government and emergency services providers on preparedness actions and support requirements. 

· Ensure they are aware and able to respond to changes in the business’ critical trigger and breaking points. 
	· Businesses that monitor external surveillance efforts and implement internal surveillance programs will be better informed and prepared to adjust key actions for their own pandemic preparedness and response and recovery trigger points. 

· Coordinate and update government and local emergency response units and essential points of contact concerning changes to the business’ response and recovery trigger and breaking points. 

	10.  Implement risk communications and information sharing protocols and technologies. 

· Train all appropriate internal and external stakeholders on communications systems. 

· Test communications effectiveness under exercise conditions. 
	Implement risk communications and information sharing protocols to ensure an open, consistent two-way information 

ﬂow with suppliers, customers, workers, families and all appropriate government and emergency response agencies. 

	11.  Coordinate business and public relations 
· Provide overview information on symptoms of inﬂuenza, modes of transmission, etc. 

· Provide information on personal protection and response strategies (e.g., hand hygiene, sneezing etiquette, and PPE). 

· Provide information on disease containment strategies (e.g., social distancing and snow days). 

· Provide updated business planning and preparedness information. 

· Share information on trigger point and phase changes and implications for the business with all internal and external stakeholders. 

· Coordinate with public and media relations points of contact to ensure they are aware of changes and any impacts on the business. 


	Implement a business and public 

relations strategy that allows for the dissemination of programs and materials on business preparedness and pandemic fundamentals.

As businesses become more expert at tracking and understanding international, 

national and local surveillance actions, they will be better able to assure internal and external stakeholders and manage 

misinformation about the pandemic and their operations. 

	12.  Share and compare best business practices 
· Share best practices with other businesses in your community, chambers of commerce, and associations to improve community response efforts. 

· Participate in business and community working groups to share information about interdependent and essential functions, develop supporting relationships, and ensure visibility for all business preparedness, response and recovery plans. 


	Many preparedness actions are 

common across various businesses and community agencies, by sharing and comparing best practices the 

business can not only improve its own preparedness but save resources on less effective actions. 

	13.  Implement exercises, education, and training 

· Implement scenario-driven exercises to test planning actions and involve internal and external stakeholders. 

· Train all personnel on personal, workplace, and family protection protocols, and actions to take for each phase of a pandemic. 


	Implement and test preparedness 

exercise, education, and training 

programs for in-house workers, their families, contractors, suppliers, and customers as well as for appropriate external businesses and community support. 

	14.  Reﬁne costs and resources 
· Assess all costs based upon actual preparedness expenditures and update estimates for response and recovery.

· Reprioritize all actions based upon any changes in pandemic timing, costs, and available resources.
	Reﬁne and reprogram initial planning “costs” associated with pandemic preparedness and reprioritize implementation based upon available resources. 

	15.  Adjust actions 
· Continuously assess ongoing preparedness activities to adjust objectives, effects, and actions based upon changes in the business and greater economic and social environments.

· Continuously assess planned response and recovery actions to ensure they remain the best actions to achieve success.
	Rapidly and effectively adjust actions based upon changes in the operational environment.


Response Phase

WHO Alert Phase 5 and USG Stage 2 describe an evolving pandemic with confirmed but not sustained human-to-human outbreaks at one or more sites.  At this stage, there will be little or no time remaining before communities and businesses in the United States begin reacting.  Thus, final preparations and initial response actions should be implemented now.  Actions taken in the response phase should exploit the solid foundation constructed during preparedness.  However, what is planned and what actually occurs as the pandemic unfolds may be quite different.  Businesses should train workers to adjust from planned actions as pandemic impacts materialize in order to contain any new challenges before their localized impacts and implications can produce cascading effects with potentially catastrophic outcomes.  Response phase actions are listed in the checklist below.

	Response Phase Checklist

	Action
	Issues to Consider

	1.  Assess swiftness of the pandemic outbreaks

· Monitor international, national, State, and local pandemic outbreak reports.

· Assess and adjust actions based on potential implications for the business as it spreads.

· Assess implications on all business locations.

· Assess supply chain impacts on the business due to outbreaks.
	The speed with which pandemic outbreaks may appear and spread across the nation will severely challenge typical Federal, State, and private sector disaster response capabilities and capacities.


	· 2.  Employ risk management strategies at the workplace

· Implement speciﬁc strategies to protect employees from getting or spreading inﬂuenza on the job, including instituting processes that request and enable employees with inﬂuenza to stay home at the ﬁrst sign of symptoms.

· After assessing workers, the business should tailor interventions to the particular needs of individuals or of the business.
	There are two basic categories of risk management intervention: transmission interventions (i.e., cough etiquette and hand hygiene) and contact interventions (i.e., social distancing techniques and the implementation of liberal leave policies).

	3.  Manage and track individual worker risk for complications
· Identify and assess implications for those at-risk workers and family members.

· Provide additional protections for employees falling into at-risk categories.

· Track the health status of these high risk workers and their families. 

· Coordinate with local public health and healthcare delivery sites to report incidents and prioritize care.
	Individuals at high risk for severe and fatal infection cannot be predicted with certainty, but will likely include:

· Pregnant women

· Persons with compromised immune systems

· Persons with underlying chronic conditions
· Persons age 65 or older

	4.  Recommend worker family protection strategies

· For additional guidance on individual and family care pandemic planning, visit www.pandemicﬂu.gov/planguide/ checklist.html
	Share with workers and their families personal and home protection measures and social distancing strategies similar to those employed in the workplace or in public.

	5.  Enforce worker protection strategies

· Implement personal social distancing strategies: where practical maintain three feet spatial separation between workers.

· Avoid crowded places and heavily populated gatherings. Avoid face-to-face meetings— use teleconference calls, video-conferencing, and the Internet to conduct business.

· Avoid public transportation or avoid rush hour crowding on public transportation.

· Avoid workplace cafeterias and introduce staggered lunchtimes. Avoid congregating in break rooms.

· If a face-to-face meeting with people is unavoidable, minimize the meeting time, choose a large room, and sit at least one yard away from each other.
	In concert with their fellow workers, workers should pursue individual protective strategies while at the worksite. Businesses should publish these strategies for use by all workers.

	· 6.  Consider use of PPE

· Although ofﬁcials have not documented the efﬁcacy of surgical/ procedure masks or N95 respirators, workers may wear one as part of individual protection strategies.
· Even with proper PPE and training, and employing all other appropriate infection control procedures, symptomatic workers should only be allowed in the workplace under the most extreme circumstances to sustain essential business continuity.
· Visit ww.hhs.gov/pandemicﬂu/ plan/sup4.html#ppestan for more information and updates on PPE.
	If symptomatic persons cannot stay home during the acute phase of their illness, require them to wear a surgical/ procedure mask or N95 respirator in public places.

	7.  Enforce worksite protection strategies

· Implement relevant social distancing policies, including furloughing non-essential workers and employing “snow days.” 

· Promote hand hygiene and cough etiquette in workplace. Develop policies for ﬁnancially assisting furloughed workers.

· Modify ofﬁce and plant layouts and workstation arrangements. Set up pick-up or delivery systems where clients and customers can pre-order and/or request information via telephone/email/fax.

· Provide sufﬁcient and accessible infection control supplies.

· Evaluate worker access to and availability of healthcare services during a pandemic.
	Basic worker protection strategies should be incorporated in business pandemic plans and preparedness actions.

	8.  Publish and encourage individual protection strategies

· Avoid close contact.

·  Stay home when sick.

·  Cover your mouth and nose.

·  Clean your hands.

· Avoid touching eyes, nose or mouth.
	Implement the CDC recommended personal health protection strategies at www.cdc.gov/ﬂ u/protect/stopgerms.htm.

	9.  Restrict workforce travel

· Monitor worker travel plans.

· Monitor U.S. government health and travel Web sites (www.cdc.gov/travel/ index.htm and www.state.gov/travel).

· Cancel trips based on travel advisories issued by the USG.

· Conduct business using teleconference, conference calls, or other means.
	Establish policies for restricting travel to affected geographic areas, evacuating employees working in or near affected areas, and providing guidance for employees returning from affected areas (refer to CDC travel recommendations). Organizations should anticipate how such measures might further substantially aggravate stafﬁng shortages

	10.  Clean facilities and equipment

· The CDC recommends cleaning worksite surfaces with soap and water or a detergent/disinfectant, depending on the nature of the surface and the type and degree of contamination.

· Clean surfaces touched with hands, at least daily.

· HHS will develop additional guidance regarding cleaning procedures and handling of potentially contaminated waste in non-healthcare settings such as the workplace.
	Given that inﬂuenza can spread through contaminated objects and surfaces, additional protection measures may be required to minimize the transmission of the virus through environmental surfaces such as sinks, handles, railings, and counters. Transmission from contaminated hard surfaces is unlikely but inﬂuenza viruses may live up to two days on such surfaces.



	11.  Ensure social and psychological support

· Monitor worker and worker family social and psychological concerns.

· Create alliances with community-based, government and non​governmental organizations with expertise in providing psychosocial support services.

· Visit www.hhs.gov/pandemicﬂu/plan/ sup11.html for updated information.
	Experiences with disaster relief efforts suggest enhanced workforce support activities help workers remain effective during emergencies. During a pandemic, the occupational stresses will likely differ from those faced by relief workers in the aftermath of a natural disaster. The severity and duration of illness along with potentially high numbers of deaths will add considerably to personal and social stress.

	12.  Conduct training and exercises in workplace and personal protection

· Exercise and train pandemic response teams on protection protocols periodically during preparedness phase and actively in response. 

· Train workers on personal and worksite protection strategies.

· If PPE is used, ensure all workers have been thoroughly trained and appropriately ﬁtted for use according to CDC, OSHA, and manufacturer’s guidance.
	The protocols employed are usually not part of normal business operations, and employers must train workers on them under actual work conditions and settings.

	13.  Implement protection strategies and actions and monitor completing milestones

· Implement a formal worker and workplace protection strategy with metrics for assessing worker conformance and workplace cleanliness.

· Monitor and periodically test protection methods.

· Track and implement changes in approved or recommended protection measures.
	Planners and pandemic response teams should include deliberate methods to measure, monitor, and adjust actions to changing conditions and improved protection strategies.

	14.  Assess and coordinate impacts on disaster response support

· Pre-position material and equipment onsite.

· Ensure essential personnel are at the primary worksite.

· Reafﬁrm that essential suppliers have their material and personnel on-hand and are able to respond and support as planned.

· Coordinate with local public health and emergency response points of contact to ensure open, adequate communications.


	Shifting resources geographically from a safe zone to an impacted one will be a limited option for government and private sector businesses. Businesses will initially rely solely on their own pre-positioned, on-site resource reserves.

	15.  Manage compounding impacts, business “breaking points,” and cascading effects

· As pandemic impacts mount, closely monitor all essential functions to ensure sustained operations.

· Monitor potential weaknesses in the system that may fail faster than planned.

· Rapidly adjust actions to address any normal, critical, or essential system disruptions or failures in order to correct for the loss and to mitigate and contain any potential cascading effects on essential systems.
	The diverse stressors on critical infrastructures may be compounded by the sheer scope and severity of pandemic impacts, which may cause businesses to exceed system breaking points faster than predicted. Businesses must be prepared to efﬁciently respond and contain these local and perhaps seemingly minor breakdowns before they cause major cascading effects.

	16.  Monitor and adjust for cross-sector and international interdependencies and cascading effects

· Assess the supply chain and all supporting businesses to ensure essential functions are sustained.

· Coordinate with supporting businesses to ensure no previously “unknown” challenge has arisen.

· Monitor international, national, State, and local information channels for new impacts and implications.
	National cross-sector support challenges and international supply chain interdependencies may cause catastrophic cascading effects due to reliance on essential “unknown” second and third-order supplies and suppliers.

	17.  Ensure response support risk communications and technologies

· Re-test all internal and external business emergency, risk, and information sharing communications systems and protocols.

· Re-test all community-based emergency and information sharing communications systems.

· Ensure and re-test options for work​around opportunities when primary communications systems fail.
	Response personnel at all levels must have a common operating picture for unfolding events to prioritize and allocate support resources. Given the sheer scale and numbers involved, however, current communications systems may prove ineffective and incapable of supporting information sharing within and across sectors.

	18.  Coordinate government direct and indirect support

· Reafﬁrm contacts and planned actions with government and community emergency management personnel.
· Track availability of government direct and indirect support.

· Assess and project support needs to inform and coordinate with government and community teams.

· Coordinate with all supporting businesses to assess their needs and timing for government support.
	Direct support may be in the form of vaccines, antiviral drugs, and personal protection supplies for essential workers, priority and clearances for a business’ supply deliveries, on-site public safety and physical security augmentation, and speciﬁc material from government stockpiles. Support that is more indirect may come from governmental relief with waivers for key regulatory and jurisdictional restrictions speciﬁc to an essential sector or particular business.



	19.  Exercise media and public relations

· Re-afﬁrm contacts and planned actions with public and media relations points of contact.
· Assess pre-planned message and adjust for changing conditions.

· Monitor and forecast potential public and media relations issues.

· Quickly address rumors and misinformation.

· Keep all internal and external stakeholders informed in a timely manner.
	Controlling misinformation and rumors will remain a critical function for government and businesses during times of extreme stress.

	20.  Anticipate economic and social disruption

· Adjust business actions based on any unfolding economic and social disruptions.

· Coordinate closely with local government and community emergency response personnel to stay abreast of localized disruptions.

· Afﬁrm all business plans and actions to maintain security for the workplace and workers.

· Coordinate with local community and other businesses to assist where possible in helping to maintain economic and social order.
	Potential shortages and disruptions to the delivery of provisions of basic commodities and maintenance of municipal infrastructure during the peak pandemic times may result in public safety and physical security challenges at the local and national level.

	21.  Monitor and rapidly adjust

· Implement the business response plan.

· Continuously monitor and assess response actions.

· Rapidly adjust actions as required to sustain essential functions and ensure success.


	The ability to continuously monitor all business activities and then affect rapid adjustments based upon observed and anticipated changes and impacts will be the hallmark of the business that successfully copes during the pandemic response phase(s).


Recovery Phase

Business contingency planners and response teams should assess how the different pandemic challenges in the response phase may affect their business and incorporate these into their plans and recovery actions.  Furthermore, unlike nearly all other disasters, pandemic recovery duration and investments must be tempered by priorities for pandemic preparedness for follow-up waves.  Examples of major recovery challenges are listed in the checklist below.

	Recovery Phase Checklist

	Actions
	Issues to Consider

	1.  Assess response impacts, little physical damage yet still costly and protracted

· Assess all physical, economic, and social impacts.

· Adjust recovery actions based upon actual impacts and circumstances.

· Assess costs to prepare for next wave.

· Implement all planned and adjusted recovery actions to restore the business to full, normal operations.


	There may be little physical damage to municipal infrastructures, business facilities, and worker homes.  Physical damage likely will result from equipment breakdowns from deferred maintenance and repair, and potentially from localized security and social disruptions.  However, the recovery phase will likely still be lengthy and costly for most businesses.

	2.  Prepare for next pandemic waves

· Monitor international and national health information sources for any updates on next pandemic waves.

· Balance recovery actions with essential preparedness for next wave actions.
	Unlike most other natural and manmade disasters, a pandemic could linger for more than a year with multiple outbreaks.

	3.  Address impacts from influenza related illness and deaths.  Finding sufficient suitable replacements will be difficult.

· Skilled workers may take advantage of higher demand and compensation elsewhere.

· There will be a substantial increase in single-parent families and orphans.

· Widespread fear and grief will potentially cause long-term psychological trauma.


	Overcoming effects from worker and worker family illness and death will be a significant challenge for all businesses.

	4.  Overcome impacts of skilled worker and essential material shortages and competition 

· Assess shortage impacts on the business.
·  Forecast costs and time to recover.
· Implement options and actions to correct shortages.
	Lost income and competition for available skilled workers and scarce materials favors larger businesses.

	5.  Examine competition impacts on small businesses 
· The business community as a whole should assist to mitigate the impacts of competition and recovery on smaller businesses.
· Managing this competition through focused government interventions and/or business cooperation may prove vital to a national economic recovery.
	For small business, the competition for personnel and supplies will delay or even end their recovery opportunities

	6.  Mitigate impacts on worker lost income

· Where practical, develop internal programs to assist in assuring workers and their families will not face ﬁnancial ruin.

· Assess actual impacts on the business’ workers and families.
· Assist workers to access available business and government worker recovery support programs.
	Lower and middle-income workers lacking sufﬁcient reserves to weather extended unemployment will be hardest hit.

	7.  Assess insurance and business impacts 
· Assess impacts on insurance companies and self-insuring businesses.
· Mitigate impacts on the business from potential failures in their supporting insurance.
	Where plant shutdowns are required, “restarts” for critical infrastructure manufacturing plants may be extensive and problematic for the plant and other businesses.

	8.  Examine impacts from production and other plant shutdowns 

· Assess and mitigate plant shutdown impacts.

· Assess and mitigate impacts from shutdowns in plants owned by others that provide the business with essential supplies and equipment.
· Communicate with customers, suppliers, and government recovery teams on potential challenges resulting from delayed plant restarts.
	Lost income and competition for available skilled workers and scarce materials favors larger businesses.

	9.  International recovery potentially lagging behind the United States

· Monitor international recovery operations and assess impacts from any delays.

· Mitigate delays in international supply chain recovery.
	International raw material availability, manufacturing and assembly, supply chain support, as well as international purchases of U.S. goods may be delayed.

	10.  Coordinate government and community support 

· Ensure communications and information-sharing channels remain open with all external stakeholders.

· Provide continuous updates concerning business recovery and next pandemic wave preparedness efforts.

· Share all information in an honest, consistent, and timely manner.
	In the recovery phase, numerous opportunities exist for direct and indirect governmental and community support and relief, which include direct personnel and material support, indirect regulatory and jurisdictional waivers, and tax and financial incentives.

	11.  Maintain public and media relations 
· Re-afﬁrm contacts and planned actions with public and media points of contact. 

· Assess pre-planned message and adjust as necessary. 

· Monitor and forecast potential public/media relations issues. 

· Quickly address any rumors and misinformation. 

· Keep all internal and external stakeholders informed in a timely, consistent manner.
	Information sharing within the business, between the business and its suppliers and customers, with other sector businesses, and for public and media relations will remain essential to control misinformation and rumors. 

	12.  Measure, monitor, and adjust 

· Implement the business recovery and prepare for next wave plan. 

· Continuously monitor recovery and prepare actions. 

· Adjust actions to restore essential functions and ensure success for the next pandemic wave.
	Implementing and measuring recovery actions, and monitoring to adjust these based on observed and anticipated changes and impacts will continue to be the hallmark of the business that successfully copes through a pandemic. 


Appendix 8:  Planning Scenarios

“Scenario-driven” planning is an important tool for enhancing the disaster planning process. It involves envisioning and exercising business plans and operations within assumed circumstances that represent a real-world disaster situation. A severe pandemic inﬂuenza scenario assumes a typically localized major disaster of national signiﬁcance cascades into a potentially catastrophic national and international incident. The scale and scope of the impacts and possible outcomes from a pandemic demand a dedicated level of effort, investment, and planning beyond most existing business continuity planning. 

These three examples of “worsening” business scenarios address pandemic assumptions and business implications to support both local and national essential outcomes. Planners should assess their planning actions for each scenario, and then compare scenarios to identify speciﬁc changes in trigger and breaking points, priorities, costs, and possible conﬂicting actions. 

Scenario One 

Scenario One assumes a pandemic disaster of national signiﬁcance affecting businesses for an extended period. Planners assume a signiﬁcant degradation in normal business operations over an extended period of time and substantial economic loss. However, by reprioritizing and rapidly shifting efforts internally to sustain essential and critical functions, the disruptions can be contained and hopefully not result in business failure. 
Assumptions: 
· Worker absenteeism reduces the number of available workers by 30-40 percent during the peak weeks of the pandemic wave. 

· Transportation restrictions and disruptions substantially slow the movement of essential supplies to their business and end-user customers. 

· Voluntary and directed closures of select schools occur in most communities and regions with disease outbreaks. 

· Social distancing strategies negatively affect production efficiency, adding to the overall cost of producing goods and services and affect workforce morale. 

· Businesses with direct public interface experience a precipitous decline in the numbers of customers purchasing goods and services through personal contact, while businesses with online/telephone ordering capabilities see sharp increases. 

· Banks and ﬁnancial institutions reduce direct contact with customers. Electronic transfers, ATM machines, and drive-up tellers are the ﬁnancial options of choice. 

· Basic commodity availability and municipal infrastructure are sustained with some reduced food options and delays in service and maintenance to routine local utility disruptions. 
· Patients inundate healthcare facilities, as well as emergency and social services. Most elective procedures and routine doctor visits are deferred. Federal and State governments mobilize all healthcare reserve forces. 

Scenario Two 

Scenario Two assumes a pandemic disaster of national signiﬁcance that catastrophically affects businesses directly or indirectly for an extended period. Planners assume a near total loss in normal business operations and signiﬁcant economic impacts. The priority for action shifts entirely to sustaining truly essential functions to preserving and recovering the business over time and ensuring continuous provision of essential functions, goods, and services. If the business fails, the likelihood increases dramatically for cascading effects affecting other businesses and the community. 
Assumptions: 
· Worker absenteeism stands at 40 percent during the peak weeks of the pandemic wave; however, those out sick include many more key essential senior and line management, technical staff, and workers of all types. 

· Border restrictions and transportation disruptions signiﬁcantly delay or halt the movement of all basic and most essential supplies to their business and end-user customers, especially where movements cross international and national borders. 

· Social distancing combined with Personal Protective Equipment (PPE) use increases negative impacts on production efficiency and capability. This causes reductions or stoppages in the production of non-essential goods and services, and adds considerably to the overall cost of producing essential goods and services. 

· Voluntary and directed closures of places of assembly and schools in nearly all communities (with and without conﬁrmed outbreaks) send many service workers and nearly all children home. 

· Fear, social distancing, and lost income for one or more family providers signiﬁcantly increase impacts on workers and their family’s morale. 

· Businesses with essential direct public/customer interface maintain very limited and controlled numbers of customers purchasing their goods and services through personal contact by enacting strict social distancing work practices and other protection measures for both workers and customers. 

· Financial markets, the banking industry, and basic market liquidity is sustained although small business closures and failures mount and certain large businesses have announced long-term reductions and even possible failures. 

· Basic commodity availability and municipal infrastructure is sustained but with considerable reduction in available fuel and food types and accessibility options, along with expanded localized disruptions in electrical supply and potable water. 

· Localized economic and social disruptions have increased, requiring state and regional augmentation for public safety and security forces. 

Scenario Three 
Scenario Three assumes a pandemic disaster of national signiﬁcance that catastrophically affects businesses directly or indirectly for an extended period. Without government or private sector support, planners assume a business’ impending failure. Its failure greatly increases the potential for cascading negative effects for other businesses and the community. A rapid, calculated reprioritization and focus on the business’ remaining capability and capacity must take place to ensure minimal preservation of those functions that support essential local, regional, and national functions, goods, and services. 
Assumptions: 
· Worker absenteeism from ﬂu and ﬂu-related impacts, as well as school closures and fear of contact, increases reductions in the total number of available workers to at least 50 percent for weeks at a time. Those absent now include most essential senior and line management, technical staff, and key workers of all types. 

· Personnel and material transportation disruptions delay the movement of all but the most essential supplies to businesses and end-user customers. 

· Businesses implement voluntary furloughing policies for all non-essential workers, and close all non-essential production lines and services. 

· Communities request/require all non-essential businesses to implement “snow day” closures for the duration of the pandemic wave. 

· The pandemic signiﬁcantly affects ﬁnancial markets, the banking industry, and basic market liquidity as small business closures rapidly escalate. Many large businesses anticipate long-term reductions and failure based on cascading and compounding localized catastrophic outcomes for speciﬁc sub-sector businesses. 

· Basic commodity availability and municipal infrastructure impacts increase dramatically to include extensive and extended local and regional disruptions in the availability of food, fuel, potable water, communications and power. 

· Economic and social disruptions increase requiring national augmentation for state and local public safety and security forces.

Appendix 9:  Acronyms

CDC


Centers for Disease Control and Prevention

COOP


Continuity of Operations Plan
EPA


Environmental Protection Agency
FMLA 

Family and Medical Leave Act


OSHA


Occupational Safety and Health Administration
PPE


Personal Protection Equipment
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