Pandemic Planning Annex

Dept./Division:       
Date Completed:      
Dept./Division Head:      
1. Identify a pandemic coordinator and/or team with responsibilities for preparedness and response planning:

Name:      

E-mail:     
Phone:      
2. Develop a plan for scenarios likely to result in an increase or decrease in demand for your agency’s products and/or services during a pandemic (e.g. effect of restriction on mass gatherings, need for hygiene supplies, etc.):

     
3. List guidelines you will implement to modify the frequency and type of face-to-face contact (e.g. hand-shaking, seating in meetings, office layout, shared workstations) among employees and between employees and customers (refer to CDC recommendations):

     
4. Establish and list opportunities for flexible worksite(s) (e.g. telecommuting) and flexible work hours (e.g. staggered shifts):

· How many employees can work from home?       

	Who can work at home:   
	Why and when:
	List hardware & software needs for each employee:

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     


5. List policies & procedures for preventing influenza spread at the worksite (e.g. promoting respiratory hygiene/cough etiquette, and prompt exclusion of people with influenza symptoms): 

     
6. Provide sufficient and accessible infection control supplies (e.g. hand-hygiene products, tissues, and receptacles for their disposal) in all business locations. Each worksite must be addressed in this plan: 

	List Worksites:
	List Supplies:

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     


7. Outline your strategy to disseminate information to employees about your agency’s pandemic preparedness and response plan:

     
8. Devise a written plan to protect employees; include specific measures and when each measure would be implemented:

     
9. Devise a written plan to maintain essential services with varying employee absenteeism:

10% absences:      
25% absences:      
40% absences:      
10. What services can be reduced or suspended and when? (Plan with a direct connection to employee absenteeism):

	Absentee rate:
	Service(s) reduced or suspended:
	At what point?

	10% absences:
	     
	     

	25% absences:
	     
	     

	40% absences:
	     
	     


11. List all required approvals to change/reduce services:

     
12. Calculate the budget impact to maintain services (e.g. overtime costs):

	10% absences:
	     

	25% absences:
	     

	40% absences:
	     


13. Calculate budget impact of purchased goods and services:

a. Infection control supplies:      
b. Purchased goods anticipating higher demand for service:      
c. Purchased goods anticipating disruption of supply system:      
d. Other budget considerations:      
14. List H.R. issues/questions: 

     
15. List legal issues/questions:
     
