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TEMPLATE STRUCTURE AND INSTRUCTIONS

In each section of the template, there are instructions, sample verbiage and references to worksheets that might be helpful in gathering data necessary to develop the annex to the COOP plan.  The worksheets are available on-line at www.vaemergency.com in the Library Section in the COOP Toolkit under Pandemic Influenza Resources. 
· Instructions are in bold and italics to distinguish them from other parts of the template.  These instructions should not appear in the final annex.

· Sample verbiage or language is provided to assist in developing the annex. The sample language provided in the template should be expanded, deleted or modified as necessary to fit the needs of the department using the template.  This includes tables, charts, checklists or other tools within the template.
· The worksheets were created to help identify information needed in the development of the annex. They are primarily tools to assist in gathering raw data that should then be summarized for entry into the annex.  It is not mandatory to include the worksheets in the annex.  If you do choose to use them, you can include the actual worksheet(s) in the annex or enter a summary of the information from the worksheets into the annex. 

Please customize the template by utilizing appropriate logos or seals.  Do not forget to take out (insert name of department) throughout the template, as that was put in to help tailor the template to the department.  As mentioned in the manual, for simplicity, the term department will be used throughout the template in reference to all the Commonwealth’s executive agencies, commissions, institutions and authorities.
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INTRODUCTION
This section of the annex is optional. The introduction describes the purpose and focus of the pandemic influenza annex.  Sample language is provided below.
The purpose of this annex is to build on existing department Continuity of Operations (COOP) plans to ensure that the Commonwealth of Virginia and its executive agencies, departments and institutions are prepared to respond to and mitigate the effects of a loss of workforce and, more specifically, loss of workforce due to pandemic influenza.  The focus of COOP planning for pandemic influenza is on effective and efficient human capital management to ensure the continued performance of essential functions and services.  This annex might have applications beyond that of pandemic influenza for other highly communicable diseases of public health consequence, or any other event that results in workforce reductions for extended periods of time. 

ASSUMPTIONS

This section provides general and department-specific assumptions for pandemic influenza planning.  Planning assumptions are statements identified to guide each department in the development of its pandemic influenza annex. Below are examples from the Virginia Emergency Operations Plan Influenza Pandemic (Non-Health) Annex that can be utilized in this annex.   
General Assumptions

· (Insert name of department) has an up-to-date, comprehensive COOP plan that has been maintained and exercised on a regular basis.

· Susceptibility to pandemic influenza will be universal, impacting the Commonwealth of Virginia employees at the same rate as the general population.  This means managers and supervisors might be among those who are absent from work due to illness or family care needs.

· Pre-event planning is critical to ensure a prompt and effective response to a pandemic influenza, as its spread will be rapid, reoccurring (in multiple waves), and difficult to stop once it begins.

· Workforce absenteeism might rise as high as 40 percent at the height of a given pandemic wave for periods of about two weeks.

· At the state level, the Commonwealth’s Emergency Operations Plan, which is in compliance with the National Response Plan and the National Incident Management System (NIMS), will provide the framework to coordinate response and recovery operations and associated support to address the consequences of a pandemic disease outbreak.

· Additional resources that might be accessed through mutual aid agreements, contracts, and the emergency management system including state and federal resources will not be available for a widespread event. 

· Telecommunications connectivity might be limited.

· Individuals that recover from a pandemic virus, with or without treatment, will likely have a significant degree of immunity and can serve in key positions for response. 

· To control the spread of disease, measures such as isolation, quarantine, and social distancing, might be implemented which will impact the Commonwealth and its agencies ability to conduct business activities. 

· Schools, child care and adult day care centers might be closed.
Department-Specific Assumptions

This section should include department-specific information.  What assumptions is the department making for the purposes of pandemic influenza planning?  For example, will employees be expected to perform functions outside of their normal work duties? If used, insert information from Worksheet #1.
ALTERNATE WORK ARRANGEMENTS

This section addresses alternate work arrangements that a department might implement to maximize the ability of its workforce to continue working during a pandemic.  Each department will need to include department-specific policies and procedures for the alternate work arrangements that it elects to use.  Departments can choose which strategies they plan to use and include that information in this section.  If used, insert information from Worksheet #4.
To support social distancing practices and mitigate the spread of disease, employees might perform duties at home or off-site. Telework, telecommuting, alternate work schedules, and consolidation of service locations are strategies for continuing essential services in the event of pandemic influenza.

Telecommuting
 (Insert name of department) follows policies and procedures as defined by the Department of Human Resource Management (DHRM) and Virginia Information Technology Agency (VITA).
(Insert any department-specific policies and procedures regarding alternate work arrangements.) 
Listed below are the functions that might be performed off-site and their associated equipment and remote access requirements.  

Staff who have established telecommuting agreements and have been trained on working remotely with sensitive information and department policies and procedures regarding telecommuting are listed below.

(Insert list of personnel.)
Closure of Service Locations
If the department only has one service location, this section does not need to be completed.  If used, insert information from Worksheet #3.
In the event of significant loss of workforce, similar services that are provided at more than one location might be consolidated resulting in closure of service locations.  When a service location is closed, notify employees and customers of the closure and re-direct them to a location that is still open.

Listed below is the order in which (insert name of department) service locations will close.  Please note (insert location address) will remain open.  

Alternate Work Schedules

If used, insert information from Worksheet #5.

Alternate work schedules for staff are listed below.  This might vary depending on event circumstances.

VENDORS
This section includes information on alternate sources for essential services. Vendors that provide support services for essential functions need to be identified along with alternate sources of these services in the event the primary vendor cannot deliver during a pandemic.  If used, insert information from Worksheet #6.  
(Insert name of department) has several essential services provided by vendors, other departments, and contractors.  (Insert name of department) has taken steps to ensure that these providers of services have their own COOP plan. In addition, (insert name of department) has identified other potential sources for services in the event the primary vendor or contractor cannot provide essential services.  

HUMAN CAPITAL MANAGEMENT

This section addresses staffing strategies for the efficient and effective management of human resources.  Each department has the option to chose which strategies will work best for its working environment.  Below is example language and information that might be used or help guide the development of specific language internally. 

Cross-training

This section addresses cross-training gaps, which might not be needed if the department has a Workforce Plan or other document that addresses this.  If used, insert information from Worksheet #2.  
In order to maximize human resources, (insert name of department) will ensure that its Workforce Plan addresses staff development and cross-training needs for significant reductions in workforce for extended periods of time.  This department will ensure that cross-training needs are met by implementing the following: (insert additional cross training activities, if applicable or necessary). In addition, this department has developed just-in-time training modules for the essential functions of (insert list).  These modules are accessed by (insert how training modules will be accessed).

Infection Control and Workforce Protection

Each department will need to decide which infection control measures are appropriate for its department based on risk.  Below are examples that are most likely to be applicable. If used, insert information from Worksheet #7.

(Insert name of department) will implement the following strategies to support social distancing:
· Avoid face-to-face meetings if possible.  Meet via phone, internet, or some combination of the two;

· Train employees (using the learning management system, managed online awareness training or insert learning medium used within the department) on cough etiquette and proper hand washing techniques;

· Implement alternate work schedules;

· Implement pre-established telecommuting agreements; and
· Provide sanitation supplies so employees can clean frequently touched surfaces such as phones and computers, and be able to appropriately wash hands.
Policies

This section is for each department to insert department-specific information. If used, insert information from Worksheet #8.
It is expected that ill employees will stay home and should refer to the Public Health Emergency Leave Policy No. 4.52 effective June 10, 2007.

IMPLEMENTATION

This section describes activation, notification and implementation procedures for the department, including who has the authority to implement this annex and how employees will be notified.

This annex might be implemented in part or in whole, by (insert appropriate department authorities).  Each department is to identify and evaluate circumstances and implement accordingly.  This plan might be implemented prior to a declaration of Exceptional Circumstances in order to meet department needs.

To mobilize the necessary resources to respond to a pandemic influenza, the Health Commissioner will make a declaration of a Communicable Disease of Public Health Threat in the anticipation of Exceptional Circumstances or in response to a specific incident.

Employees will be notified by (insert procedure or reference to plan with notification procedures and contact information for all employees).

Checklist

This section lists the steps a department might take for its response actions and procedures upon implementation.  If used, insert information from Worksheet #10. 

(Insert name of department) will take the follow steps upon activation of this annex:
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