

Pandemic Plan






Section I. Introduction
1. Overview

A pandemic outbreak is a very different disaster that does not involve damage to physical property.  Instead, the impact of a pandemic outbreak is focused on fatalities and high absentee rates.  In an extreme situation, a pandemic outbreak could also involve the loss of critical services and create major long-term socioeconomic changes.  This disaster-specific plan focuses on the additional planning needed to respond to a pandemic outbreak.* This Pandemic Preparation and Response Plan Template for Business (“Pandemic Plan”) assumes that redundant communications, response teams, a command structure, etc. are part of the existing plan.

Typical planning for a business focuses on site-specific or area-specific natural and manmade threats – earthquakes, fires, hurricanes, tornadoes, etc.  Much of this planning is still applicable for pandemic outbreak planning.  Additional planning needs to be made in the following areas:

· Social distancing policies

· Personal hygiene practices

· Personal protective equipment

· Special time-off and compensation policies

Social distancing policies, personal hygiene practices and personal protective equipment are designed to reduce the possibility of contracting the virus.  Special time-off policies will be necessary for employees who either cannot work or who are not allowed to work for an extended period of time.  For some businesses, special compensation policies will also be necessary for essential personnel who must work during an outbreak.
2. Scope

This plan is an organizational-level plan that guides the emergency response of personnel and resources during a pandemic outbreak.  It is the official emergency response plan of the company.  Nothing in this plan shall be construed in a manner that limits the use of good judgment and common sense in matters not foreseen or covered by the elements of the plan.

This plan shall be subordinate to federal, state or local plans during a disaster declaration by those authorities.  This plan is consistent with established practices relating to coordination of emergency response.  The company will cooperate with the Office of Emergency Management, Police, Health, Fire and other responders. 

3. Mission

The company will respond in a safe, effective and timely manner.  Company resources and equipment will be utilized to accomplish the following priorities:

Priority I:
Protection of Human Life

Priority II:
Protection of Business Assets*

Priority III:
Maintenance or Rapid Restoration of Critical Business Operations

Priority IV:
Assessment of Damages*

Priority V:
Restoration of General Business Operations

4. Limitations

This Pandemic Plan is designed to be a supporting plan component of the overall Business Continuity Management Program.  Therefore, this Pandemic Plan by itself will not provide adequate planning for other types of emergencies.  In addition, this plan will be only partially effective under the following circumstances:

· The disaster causes an extreme loss of life

· The disaster causes a complete breakdown of law and order and/or other essential community infrastructure services

· A disaster that causes a complete regional breakdown of communication services

*
Physical damage will likely be minor for a Pandemic Outbreak but “damage” to the workforce, customer base, etc. could be catastrophic. 
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Section II. Plan Organization
5. Pandemic Planning and Response Team

In addition to the Emergency Management Committee and the Emergency Response Team, a special Pandemic Planning and Response Team should be assembled.  Most Pandemic Planning and Response Team members will likely also be members of the Emergency Response Team but some members, including the Incident Commander, should be executive-level employees from the Emergency Management Committee.  
Pandemic Planning & Response Team members are as follows:

	Business Unit
	Member(s)

	
	

	Team Leader
	

	Communications
	

	Facilities
	

	Finance & Accounting
	

	Human Resources 
	

	Information Technology
	

	Operational Groups
	

	Sales & Marketing
	

	Security
	


6. Essential Services

In the event that the primary business facility is closing or is closed, the following services will still be essential:

	Business Unit
	Essential Services
	Staff Assignments*

	
	
	

	Communications
	Internal communications

External communications
	

	Facilities
	Building maintenance

Essential utility services

Protection of perishable assets Environmental controls
	

	Finance & Accounting
	Emergency purchase requests Payroll processing

Revenue collection
	

	Human Resources
	Special Time-off Policies

Special Compensation Policies

Employee contact

Workforce assessment

Employee health care benefits
	

	Information Technology
	Communications infrastructure

Critical Applications
	

	Operational Groups
	Maintaining mission-critical production and services at minimum acceptable levels 

(See Paragraph #7)
	

	Sales & Marketing
	Client, customer and prospect contact
	

	Security
	Emergency communications

Access control 
	


*
In some instances, the full staffing of a business unit may be necessary.
7. Business Priorities
Operational services and/or production capabilities have been prioritized as follows:

	Priority
	Service or Product
	User Group(s)
	Infrastructure Support 

Requirements
	Can this Service or Product be Supported from Home or other Remote Locations?

	
	
	
	
	

	Mission Critical
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Critical (but can be suspended temporally)

	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Priority
	Service or Product
	User Group(s)
	Infrastructure Support 

Requirements
	Can this Service or Product be Supported from Home or other Remote Locations?

	
	
	
	
	

	Important
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	All Other
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Section III. Pre-Event Planning

8. Evaluating the Risk Level

The following exposures have been identified and personnel have been assigned to explore actions designed to either avoid or reduce the exposure:
	Exposure
	Staff Assignments/

Responsibility
	Risk Level

	
	
	Low
	Medium
	High

	
	
	
	
	

	Is the business located in an urban environment?
	
	
	
	

	Do the employees use mass transportation?
	
	
	
	

	Does the business share the facility with other businesses?
	
	
	
	

	Can the business suspend receiving all guests and visitors?
	
	
	
	

	Can the business suspend all travel?
	
	
	
	

	Can employees work from home?
	
	
	
	

	Does the business have multiple locations where minimum levels of mission-critical production and services can be maintained in non-affected areas?
	
	
	
	

	Can the business function if all employees, guests and visitors are required to wear personal protective equipment (see Appendix B)?
	
	
	
	

	Does the medical plan cover flu shots?
	
	
	
	

	Does the business have medical staff?
	
	
	
	

	Does the business have on-site sanitizing equipment?
	
	
	
	

	Does the business have on-site medical supplies such as gloves, masks, etc.?
	
	
	
	


Continued…

	Exposure
	Staff Assignments/

Responsibility
	Risk Level

	
	
	Low
	Medium
	High

	Is your business in a high-impacted industry?  Such as:
Food Handling (especially Poultry)

Travel/Transportation

Medical/Health Care

Hospitality

Entertainment

Retail

Any business that relies on dealing directly with the general public

           Education related
	
	
	
	


9. Task Assignments and Planning Status 
	Task
	Staff Assignments/

Responsibility
	Status

	
	
	Not Started
	In Progress
	Complete

	Identify a group to monitor the situation
	
	
	
	

	Develop plans to maintain mission-critical operations:
Plans to function with a skeleton workforce of essential personnel

Back-up plans to maintain critical communication and technology services
	
	
	
	

	If possible, develop plans for employees to work from home*, and consider the following:

Do employees have desktop or laptop computers at home?

Can employees access files and applications over the internet?

Is high-speed internet access required?

Can employees be supplied laptop computers with air cards?

Can employees work independently rather than in groups?

Can conference calls replace the need for group meetings?

Do employees require access to hard copy files?
	
	
	
	


*Author’s Note:  Working from home can be especially effective for professional service industries that do not directly interface with clients/customers.  Maintaining communications and technology support will be an essential planning component.
Continued …


	Task
	Staff Assignments/

Responsibility
	Status

	
	
	Not Started
	In Progress
	Complete

	Collaborate with:

Health plan insurers

Public health agencies
	
	
	
	

	Store Personal Protection Supplies & Products
(see Appendix B)*
	
	
	
	

	Develop liberal time-off policies for:
Personal illness

Family illness

Community quarantines

School closures

Transportation closures
	
	
	
	

	Establish return-to-work policies
	
	
	
	

	Establish special compensation policies:

Essential employees who must work

Employee sick leave
	
	
	
	

	Track vaccination programs
	
	
	
	

	Assist employees with access to vaccination program
	
	
	
	

	Educate employees on hygiene habits and work policies
	
	
	
	

	Require employees practice good hygiene habits 
	
	
	
	

	Place ‘Wash Hands’ and other hygiene messages in bathrooms and in other areas
	
	
	
	


*Author’s Note: Supplies may be difficult to obtain once an outbreak occurs.
Continued …

	Task
	Staff Assignments/

Responsibility
	Status

	
	
	Not Started
	In Progress
	Complete

	Install ‘touch-less’ bathrooms
	
	
	
	

	Install speakerphones at all workstations
	
	
	
	

	Discuss Business Interruption Insurance (BII) matters with your insurance advisor:
It does not appear to be covered under BII in the traditional sense

At the time of this writing, coverage does not appear to be available
	
	
	
	

	Identify essential services and essential personnel needed to provide those essential services 
	
	
	
	

	Plans to deal with maintaining normal operations with a reduced level of staffing
	
	
	
	

	Develop plans to protect environmentally sensitive assets during an outbreak
	
	
	
	


10. Social Distance Strategies

Social distancing policies or strategies have been identified and staff has been assigned to study the strategy.  Administrative support business units, operational/production business units and visitors and guests groups have been considered separately.

	Strategy
	Staff Assignments/

Responsibility
	Strategy Effectiveness

	
	
	Ineffective
	Partly Effective
	Effective

	Can administrative support employees work from home?
	
	
	
	

	Can operational group employees work from home?
	
	
	
	

	Can administrative support employees work remote locations?
	
	
	
	

	Can operational group employees work from remote locations?
	
	
	
	

	Can we deny access to visitors and guests?
	
	
	
	

	Regarding Information Technology services: 

       Can employees work from alternate sites for extended periods of time?

       Will alternate sites be available?

       Will travel to alternate sites be possible?
	
	
	
	

	Can everyone function while wearing personal protective equipment – face masks, eye goggles and perhaps other protective equipment (see Appendix B)?

      Administrative support employees
      Operational group employees
      Visitors and guests
	
	
	
	


Continued…

	Strategy
	Staff Assignments/

Responsibility
	Strategy Effectiveness

	
	
	Ineffective
	Partly Effective
	Effective

	Can face-to-face contact be eliminated?

      Administrative support employees

      Operational group employees

      Visitors and guests
	
	
	
	

	Can face-to-face talking be eliminated?*

      Administrative support employees

      Operational group employees

      Visitors and guests
	
	
	
	

	Can all social gatherings/events be cancelled?
	
	
	
	

	Can meetings, shared offices, handshaking, etc. be eliminated?
	
	
	
	

	Can employees eat lunch alone at their workstations?
	
	
	
	

	Can all smoking be eliminated?

      Administrative support employees

      Operational group employees
	
	
	
	

	Travel and business access restriction policies:
      Deny access to anyone who has traveled to an infected area
      Deny access to all guests and visitors
      Eliminate travel to infected areas
      Eliminate all travel
	
	
	
	


* Author’s Note:  Is it possible to conduct normal operations without talking?  (Talking by telephone, preferably by speaker or handless phones, is okay).  I know that this sounds crazy at first, but I have seen people work with very little talking in manufacturing plants where there is a high noise level.  Consider internal communication by telephone, e-mail, clipboard, sign ‘language’, etc.
11. Special Policies for Infected Individuals

Any employee with symptoms: 

· If at work, should be sent home or, if available, to medical facilities, wearing a face mask

· If at home, should not report to work

Author’s Note:  Symptoms include the sudden onset of a high fever, headache, aches and pains, fatigue and weakness, sore throat, chest discomfort and respiratory problems/failure.  Potentially infected individuals should be debriefed regarding recent work contacts and recent travel (see Appendix C).  Those employees should then be released wearing a face mask.  Identify all individuals who may have had contact with the affected individual and immediately communicate this information to all possibly infected parties.  Disinfect affected areas. 
Maintain contact with employees at home

· Preferably by phone or e-mail

· Avoid personal contact

Section IV. Key Decision Factors

12. Actions Levels

Fundamentally the response to a pandemic outbreak can be broadly classified as follows:

· Level 1 – ‘Monitor and prepare’

· Level 2 – Implement ‘social distancing’ plus ‘personal protection equipment’ policies and keep the business open

· Level 3 – Close the business facility and work from home or other safe remote locations
13. Key Factors

The primary factors involved in determining a course of action are the ‘severity’ of the outbreak, the availability of an ‘effective vaccine’ and the ‘location(s)’ of the outbreak.  The severity of the outbreak is determined by the ‘contagiousness’ and ‘mortality rate’ associated with the virus.  The location can be sub-classified as either ‘overseas’, within ‘North America’ or within the ‘immediate area’.

The current status of the H5N1 virus is that the virus is very deadly but not easily contracted.  There is also no truly effective vaccine available and the virus is located overseas.  In a large sense, the virus is actually difficult for humans to contract; the current planning status in the United States is Level 1 – monitor and prepare.

14. An Outbreak Scenario

Let’s assume that a contagious/airborne strain does develop (many experts would argue that this is a matter of “when” rather than a matter of “if”).  Let’s also assume an effective vaccine will not be available for several months (medical experts indicate that with current technologies this is the likely scenario).  The critical factors now become the mortality rate associated with the virus and the location(s) of the outbreak.  

The mortality rate will be the primary factor in determining what actions (Level 2 or Level 3) will be taken.  The location(s) of the outbreak will be the primary factor in determining when the actions are taken.

15. Response

If the mortality rate is not too high, the business should consider executing Level 2 actions – remaining open and implementing social distancing plus personal protection equipment policies as needed.  In particular, if the outbreak is not in the immediate area there may be some time to develop an effective vaccine before the virus reaches the immediate area.

Depending on the location(s) of the outbreak, social distancing policies would likely be gradually introduced.  If the outbreak is not in the immediate area, certain travel and visitor restrictions would likely be effective immediately.  If the outbreak is in the immediate area, full social distancing and personal protection equipment policies would become effective.

If the mortality rate is high, the business should consider executing Level 3 actions – closing the business facility and work from home or other safe remote locations.  A contingency of essential personnel may also have to remain on site provide security and, if applicable, to maintain environmental controls for sensitive materials. 

16. Mortality Rate

What is a high mortality rate?  There appears to be no clear-cut universal answer to this question.  Although this was not the case with the 1918 Spanish Flu, mortality rates may be concentrated on the very old and the very young – not directly impacting the business significantly.  Also note that closing the business does not guarantee everyone’s safety.  Each business will need to address this question individually.  

Author’s Note:  It would appear that if the mortality rate does not exceed 1% or 2%, the business (along with most other organizations) should consider remaining open.

Chart 1: Situation – Response
(Assuming that an effective vaccine is not available)


                 

    
 YES






               









    


          

       No      
       



       





          Yes



    Yes   


    No



  Yes    


Yes





         No






         No
Section V. Plan Activation

Activate the plan when a contagious outbreak occurs overseas.  If a contagious outbreak occurs within North America, then an immediate activation of Plan Execution (Section VI) steps should be taken.

· Activate the Emergency Operations Center (EOC)

· Closely monitor the location(s) and mortality rate of the outbreak

· Closely monitor absentee rates

· Meetings should be held at 5:30 a.m. (meetings may be conducted by telephone among selected members) and at 5:30 p.m. or more frequently as necessary

· The  company emergency hotline and the company emergency webpage page should be updated at 6:00 a.m. and at 6:00 p.m. or more frequently if necessary

Author’s Note:  The early morning meetings are an inconvenience for some individuals but unfortunately they are necessary.  At the beginning of the day, everyone needs to know if the business is open.  The 6:00 a.m. emergency hotline and the emergency webpage update will provide all interested parties with very critical information.

· Track vaccination programs

· Assist employees with access to vaccination programs

· Implement overseas travel restriction policies to infected areas
· Complete all pre-event preparation steps

Section VI. Plan Execution

17. Initial Actions
Initial actions are taken when a contagious outbreak occurs within North America.  If the contagious outbreak does not appear to be contained or if there is a chance that the outbreak will spread to the immediate area, then the activation of Full Activation steps (Paragraphs 18 and 19) should be taken.

· Activate or maintain the Emergency Operations Center (EOC)

· Closely monitor the location(s) and mortality rate of the outbreak

· Closely monitor absentee rates

· Meetings should be held at 5:30 a.m. (meetings may be conducted by telephone among selected members) and at 5:30 p.m. or more frequently as necessary

· The emergency hotline and the emergency webpage should be updated at 6:00 a.m. and at 6:00 p.m. or more frequently if necessary

· Track vaccination programs

· Assist employees with access to vaccination programs

· Implement travel and business facility access restriction policies

· Complete all pre-event preparation steps

· Be prepared to implement social distancing and personal protection equipment policies

18. Full Activation – Business Remains Open
The outbreak is now in the immediate area, and a decision for the primary business facility to remain open has been made.

· Activate or maintain the Emergency Operations Center (EOC)*
· Closely monitor the location(s) and mortality rate of the outbreak

· Closely monitor absentee rates

· Meetings should be held at 5:30 a.m. (meetings may be conducted by telephone among selected members) and at 5:30 p.m. or more frequently as necessary

· The emergency hotline and the emergency webpage page should be updated at 6:00 a.m. and at 6:00 p.m. or more frequently if necessary

· Track vaccination programs*
· Assist employees with access to vaccination programs*
· Implement travel and business facility access restriction policies*
· Restrict travel to any affected areas*

· Consider eliminating all travel*
· Complete all pre-event preparation steps*
· Do not allow access to anyone who has traveled to an infected area*

· If possible, do not allow any guests or visitors*

· If possible, allow employees to work from home

· Consider activating alternate sites

· Consider working from other safe locations

· Limit, but preferably eliminate, all type of face-to-face contact

· Avoid meetings, shared offices, handshaking, etc.

· Limit, but preferably eliminate, all face-to-face talking 

· Utilize speakerphones, and avoid any face contact with communication equipment

· Disallow smoking breaks

· Cancel any social gathering/events

· Allow employees to eat lunch alone at their workstations

· Businesses with work shifts should consider leaving an interval of inactivity between shifts

· Any employee with symptoms 

· If at work, should be sent home or, if available, to medical facilities, wearing a face mask

· If at home, should not report to work

· Maintain contact with employees at home

· Preferably by phone, website and e-mail

· Avoid personal contact

*
Initial steps

Continued…
· Require everyone to wear face masks, eye goggles and other protective personal equipment

· It may be necessary to suspend meetings

· Maintain employee, client, customer, etc. contact 

· By phone, website and e-mail

· Avoid personal contact

19. Full Activation – Business Facility Closes
· Maintain mission-critical production and services capabilities:

· Work from home

· Work from other safe business locations

· Work from vendor sponsored alternate sites

· For all employees working together, implement all the appropriate precautions as described in Paragraph #18
20. Recovery

The immediate danger has now passed.  Either large numbers of individuals have contracted the virus, survived and now are effectively immune, or an effective vaccine has been developed and is available.
· Emergency Management Committee and Pandemic Planning & Response Team
· Maintain a regular meeting schedule at the EOC

· Direct business resources

· Develop and execute a recovery plan and timeframe

· Continue to monitor future threats from new mutated strains

Make safety matters the top priority throughout the entire recovery process

· Executive Management
· Provide leadership

· Provide resource direction

· Become involved with family and relative contact with regard to relatives of deceased individuals
· Communications 
· Maintain regular meetings of the Crisis Communication Team
· Coordinate all communications

· Develop messages for the media, employees and other interested parties
· Update the emergency hotline message
· Direct HR to update the emergency hotline

· Update the emergency  webpage page message
· Direct IT to update the emergency  webpage page

· Maintain contact with the media

· Facilities 

· Maintain a safe environment 

· Maintain environmental controls

· Account for and secure all known hazardous materials

· Complete disinfection activities

· Provide food, water and other logistical supplies to the emergency teams
· Finance & Accounting
· Maintain procedures to rapidly approve purchasing requests 
· Maintain contact with General Counsel
· Maintain payroll operations
· Maintain bank, federal, state, etc. revenue collection procedures

· Provide emergency transportation services
· Establish mail service 

· Risk Management – file insurance claims (if applicable)
· Human Resources

· Maintain special disaster assistance policies (see Appendix E)
· Contact all employees 

· Maintain the emergency hotline as directed by Communications
· Continually assess workforce capabilities

· Maintain critical employee benefit services

· Maintain proper employee hiring and termination procedures

· Information Technology

· Shift critical operations from the IT recovery site back to the main data center 

· Maintain the emergency  webpage page as directed by Communications
· Maintain the communications infrastructure 

· Operational Groups

· Maintain mission-critical production and services from alternate locations

· Re-establish normal production and services from the primary facility

· Sales & Marketing
· Maintain client, customer and prospect contact by making personal visits 

· Security

· Provide security, and maintain a safe environment

· Maintain emergency communications

· Cordon off any dangerous areas

· Provide access control

21.  Review

· Review the actions taken by the all teams
· Review the actions taken by the various business units
· Review the actions taken by individual employees 

· The BCP Coordinator drafts changes to the documentation and procedures for review and approval 
Section VII. Appendices

22. Appendix A – Expected Impact

· Fatalities

· Possible within the workforce and possibly at significant levels

· Numerous (in the thousands or more) nationwide/worldwide

· High absentee rates 
· Areas will almost certainly be quarantined 

· Even with quarantines, widespread impact possible

· Not a physically damaging disaster

· Duration would not likely be short, hampering any rapid recovery efforts

· Areas would likely be affected in waves lasting several weeks

· There may be multiple waves of the same or slightly mutated virus 

· Medical facilities swamped 

· Effective vaccines would not likely be readily available

· Some general warning period is likely, but it may be a brief warning

· General panic likely

· Enormous post-disaster socioeconomic changes are possible

· For some businesses, physical assets may be commandeered by civil authorities

23. Appendix B – Personal Protective Equipment and Products
· N95 face masks

· Goggles

· Disposable gloves or gloves that can be disinfected

· Disposable protective shoe covers or shoes that can be disinfected

· Soap

· Disinfectants

· Tissue, paper towels and other disposable cleaning products

24. Appendix C – Possible Influenza Case
Name: _________________________________________________________

Employee/Visitor: _______________________________________________

Address: _______________________________________________________


   _______________________________________________________

Telephone: (H) ______________________ (C) ________________________

Symptoms: Fever: _____ Body Ache: _____ Headache: _____ Fatigue: _____

Cough: _____ Breathing Difficulty: _____ Other: _______________________

Areas of work: ___________________________________________________

_______________________________________________________________

Exposed Individuals: ______________________________________________

_______________________________________________________________

Recent Travel: ___________________________________________________

_______________________________________________________________

Recorded By: ____________________________________________________

Date: _______________ Time: _____________ Location: ________________

25. Appendix D – Personal Safety 

In Advance of an Outbreak

· Have sufficient nonperishable food, water, medications and other survival supplies available for as long a period as reasonably possible
· In particular, maintain an adequate supply of 

· Soap for frequent hand washing

· Face masks, latex gloves, tissue, etc.

· Antiviral medications

· Do not travel to any areas where an outbreak is occurring
If an epidemic or pandemic outbreak occurs in the immediate area

· Try to avoid contamination by taking the following general precautions:

· Avoid public transportation

· Eliminate all unnecessary travel

· Eliminate shopping, entertainment, etc.

· Do not allow guests or visitors

· Try to avoid contamination by taking the following medical precautions:

· Wash hands frequently with soap and water

· Wash sheets and clothes in hot water

· Do not touch your face with your hands (eyes, nose and mouth are the most likely points of virus entry into the body)

· Coughs and sneezes:

· Into tissue and dispose of tissue

· Into your elbow
· Wear face masks, eye goggles and other personal protection equipment

· Dispose of all used face masks, tissue, etc., and afterwards wash hands 

· Stop smoking

· Stay away from others as much as possible, in particular:

· People with symptoms

· Children

· Chronically ill people

· Limit any touching or face contact with others

· Keep children out of school 

· If infected

· Do not report to work

· Quarantine yourself

· Wear a face mask

Communicate this information to all family members 
26. Appendix E – Disaster Assistance 

Author’s Note: This is more of a ‘personnel policy’ than a ‘plan’.  As such the policy provisions will need careful examination by the Human Resources department and approval by senior management.

Mission Statement

The company intends to do everything reasonably possible to provide a place of employment and make every reasonable effort to maintain the health, safety and well being of all employees.

Post Disaster Payroll & Workforce Policies

Some employees may not be able to work, there may not be work available, travel to work may be impossible or a wide-variety of other conditions may preclude work.  In the event the business is closed, the following work policies will apply:

Work Hours

· Overtime may be authorized to the extent needed to bring critical operations back to normal levels
· Vacations and holidays may be canceled
· If the event is of extended duration, special policies may be implemented

Payroll

· Non-exempt employees who are required to work (essential employees) either at the business facility or at alternate locations will be compensated at time and a half

· If the event is of extended duration, special compensation may be considered for exempt employees who are required to work (essential employees) either at the business facility or at alternate locations
· Employees who are not seriously affected by the disaster are expected to work to the extent that work is available
· If no work is available, employees will be compensated for a period of time up to _________________
Employee Assistance

Management will make every reasonable effort assist employees as follows:

· Time off for personal matters

· Psychological assistance

· Working from home (to the extent possible)

· Flexible work hours (to the extent possible)

Time-Off Policies

If a pandemic breaks out in the immediate area, time off will be permitted for any of the following situations:

· Personal illness

· Family illness

· Community quarantines

· School closures

· Transportation closures

Accrued Leave Time may be used during the period of time the epidemic or pandemic remains in the general area and if vaccinations are not yet available.  Essential personnel may be required to report to work.

27. Appendix F – Preparedness at Home 

Respirators

Is buying an escape hood or other type of respirator the best way to protect myself, my family, and/or my employees? 

If available and used correctly, a respirator can selectively reduce the exposure you might otherwise receive. Respirators have been used for many years in the workplace, where employers have programs to make sure the proper masks are selected and that the respirator fits. When consumers use respirators, they don't have such support, so this fact sheet includes lots of background information to help consumers understand the limitations and cautions that need to be considered. The goal is to avoid unintended problems that might occur through lack of understanding or a false sense of security.

Questions you should ask about any respirator you are considering purchasing:

· What protection (which chemicals and particles, and at what levels) does the escape hood provide? 

· Is there more than one size? 

· How do I know if the gas mask or escape hood will fit? 

· What type of training do I need? 

· Has the escape hood been tested against claims for protection such as biological agents, chemical warfare agents, toxic industrial chemicals, and radioactive dust particles? 

· Who performed the testing, what were the tested levels, and test durations? 

· Is the escape hood certified by an independent laboratory or government agency? 

· Are there any special maintenance or storage conditions? 

· Will I be able to talk while wearing the respirator? 

· Does the hood restrict vision or head movement in any way? 

· Can I carry the device in the trunk of my automobile? 

· Is a training respirator available? 

· Can I use the escape hood more than one time? 

· Can children wear the escape hood and get the expected protection?

Family Supply Kit

Flashlight with extra batteries

Use the flashlight to find your way if the power is out.  Do not use candles or any other open flame for emergency lighting.

Battery-powered radio

News about the emergency may change rapidly as events unfold.  You also will be concerned about family and friends in the area.  Radio reports will give information about the areas most affected.

Food

Enough non-perishable food to sustain you for at least three days (three meals) is suggested.  Select foods that require no refrigeration, preparation or cooking, and little or no water.  The following items are suggested:

· Ready-to-eat canned meals, meats, fruits, and vegetables.

· Canned juices.

· High-energy foods (granola bars, energy bars, etc.)

Water

Keep at least one gallon of water per person available for three days, or more if you are on medications that require water or that increase thirst. Store water in plastic containers such as soft drink bottles.  Avoid using containers that will decompose or break, such as milk cartons or glass bottles. You may retain some unscented chlorine to purify water.

Medications

Include usual non-prescription medications that you take, including pain relievers, stomach remedies, etc. If you use prescription medications, keep at least a three-day supply of these medications at your workplace.  Consult with your physician or pharmacist how these medications should be stored, and your employer about storage concerns.

Extra Cash

Have some extra cash in the event ATMs become unavailable, as well as coins or phone cards in case cell phones don’t work.
 

First Aid Supplies

Have the following essentials:

· (20) adhesive bandages, various sizes.

· 5” x 9” sterile dressing.

· conforming roller gauze bandage.

· triangular bandages.

· 3 x 3 sterile gauze pads.

· 4 x 4 sterile gauze pads.

· roll 3” cohesive bandage.

· germicidal hand wipes or waterless alcohol-based hand sanitizer. 

· (6) antiseptic wipes.

· pair large medical grade non-latex gloves 

· Adhesive tape, 2” width.

· Anti-bacterial ointment.

· Cold pack.

· Scissors (small, personal).

· Tweezers.

· CPR breathing barrier, such as a face shield

Tools and Supplies 

· Emergency “space” blanket (mylar).

· Paper plates and cups, plastic utensils

· Non-electric can opener.

· Personal hygiene items, including a toothbrush, toothpaste, comb, brush, soap, contact lens supplies, and feminine supplies.

· Plastic garbage bags, ties (for personal sanitation uses).

· Include at least one complete change of clothing and footwear, including a long sleeved shirt and long pants, as well as closed-toed shoes or boots.

· If you wear glasses, keep an extra pair with your workplace disaster supplies.

This information about Family Disaster Planning has been adapted from materials provided by the American Red Cross (www.redcross.org).

28. Appendix G – Emergency Operations Center (EOC)
The Emergency Operations Center (EOC) is the location where the management team gathers and executes the plan.  The primary EOC should contain emergency supplies (food, water, tools, emergency equipment, etc.) and ideally should be fortified (reinforced walls, electric generator backup, etc.).  

 Location 

Following a disaster the EOC will be established at the closest undestroyed location:

The primary EOC is located at:


__________________________________________


__________________________________________


__________________________________________


__________________________________________

If the primary EOC is inaccessible the backup EOC will be located at: 


__________________________________________


__________________________________________


__________________________________________


__________________________________________

If both EOCs are inaccessible the backup EOC will be located at: 


__________________________________________


__________________________________________


__________________________________________


__________________________________________

Author’s Note: The primary EOC should be located on company property.  The first backup EOC is generally located outside of the primary facility but in the immediate area.  It is used when the primary EOC is inaccessible or destroyed but the disaster event was not communitywide.  The third EOC should be located some distance away so that it is unlikely to have been affected by the same communitywide disaster that rendered the first two EOCs inoperative.  For Pandemic Outbreak planning, arguably the first backup EOC will not likely be used.
Personnel

Emergency Response Team members and the Company Incident Commander should attend.  Alternate ERT members should attend when primary team members cannot attend.  EMC members may attend at their discretion.  

 Specifications 

Physical 

____ Square feet (minimum)


__ Tables


__ Chairs


__ Large tables

Equipment


__ Personnel computers


__ Printers


__ Fax machines


__ UPS & electric surge protection devices


Telephones:



__ Wire phones



__ Cellular phones



__ 2-way radios (portable with rechargeable batteries)



__ Satellite phones (that communicate directly with satellites in space)


__ Television sets


__ AM/FM radios

Supplies


__ First aid kits


__ Safety glasses, work gloves and hard hats


__ Flashlights



__ Battery operated



__ Non-battery operated



__ Rechargeable


__ Extra batteries  


__ Gallons of drinking water (1 gallon per person for three days)


__ Non-perishable foods (sufficient food for three days per person)


__ Extra food & water for essential personnel


__ Manual can & bottle openers

__ Bedding materials


__ Cots


__ Blankets


__ Basic office supplies – paper, pens, staplers, etc.

29. Appendix H – Ongoing Exercise, Training and Update

Meeting of the Pandemic Planning and Response Team (quarterly meetings)*

Meeting #1

Scheduled


Held

Meeting #2

Scheduled

Held

Meeting #3

Scheduled


Held

Meeting #4

Scheduled

Held

Meeting of the Emergency Management Committee (at least one per year)*

Meeting #1

Scheduled


Held

Tabletop Exercise (one per year)

Exercise #1

Scheduled


Held

Testing 

Exercise #1

Scheduled


Held

Exercise #2

Scheduled


Held

* 
Meetings will occur as needed during potential or actual emergency events.

Training

	Business Unit
	Type of Training
	Scheduled
	Held

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Pandemic Plan Updates


Drafted


Review by the Pandemic Planning and Response Team


Review/approval by the Emergency Management Committee


Communication to relevant parties


30. Appendix I – Additional Information

Important additional information may be obtained from the following links:

http://www.rothstein.com/links/links.html 
http://www.pandemicflu.gov/plan/workplaceplanning/index.html

http://www.cdc.gov/flu/pandemic/pdf/businesschecklist.pdf 
http://www.who.int/csr/disease/influenza/pandemic/en/ 
Section VIII. Attachment A – Contact Information

Emergency:  





911
Hospitals:








Medical Facilities:






Health Insurance Providers:



Other Medical Related:



Subcontractors











         Telephone Numbers


Name


Company



Office



Cell



Other (e-mail)

Service Providers












Telephone Numbers

Name


Company



Office



Cell



Other (e-mail)

Suppliers and Vendors












Telephone Numbers

Name


Company



Office



Cell



Other (e-mail)

Other Out-side Providers












Telephone Numbers

Name


Company



Office



Cell



Other (e-mail)



Pandemic 


Preparation & Response Plan


Template for Business 





For 











Date 











Outbreak Overseas








Outbreak Overseas








Mortality Rate High





Complete Level 1 Steps





Be Prepared to Execute Level 2 Steps








Complete Level 1 Steps





Be Prepared to Execute Level 3 Steps








Complete Level 1 Steps





If the outbreak is not in the immediate area: Execute Partial Level 2 Steps 





If the outbreak is in the immediate area: Execute Full Level 2 Steps








Complete Level 1 Steps





If the outbreak is not in the immediate area: Execute Partial Level 2 Steps 





If the outbreak is in the immediate area: Execute Level 3 Steps 











Outbreak Occurs








Easily Contracted





Level 1: 


Monitor & Prepare











2

