PANDEMIC INFLUENZA ANNEX WORKSHEETS FOR CONTINUITY OF OPERATIONS (COOP) PLANNING 
[image: image1.jpg]




Michael M. Cline, State Coordinator Virginia Department of Emergency Management

November 2007 – Version 1
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The use of the worksheets is not required.  The worksheets are tools to help gather the raw data needed to develop the annex.  Modify them to fit the needs of the department.
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Worksheet #1: Assumptions

Department-Specific Assumptions

Each department should identify any department-specific assumptions that would impact the planning for pandemic influenza.  Examples are listed below:

	Identify and list additional department-specific assumptions

	1. (Insert department name) will be operational during a pandemic influenza outbreak.



	2. (Insert department name) will support social distancing practices to the greatest extent possible, as directed by health officials.  This might include authorizing staff to work off-site or establishing alternate shifts to reduce staff interaction.



	3. (Insert essential function) that is normally performed face-to-face, might be performed via electronic means in order to reduce contact between persons.



	

	

	

	

	

	

	

	

	


Worksheet #2: Essential Personnel and Cross-Training

List the department’s essential functions from the COOP plan in their prioritized order.  In the next column, identify the positions that can perform the function.  When considering upwards of a 40 percent absenteeism rate, strive to have four to five persons who can perform essential functions.  In the event four to five persons cannot perform the essential function, identify which positions could easily be cross-trained to perform the function.  The number of people that need to be cross-trained will depend on how many people already know how to perform the function.  For example, three people know how to do payroll for the department.  It is suggested that you identify two additional people that can be cross-trained that could perform payroll functions. An example is provided on the first line.  Each department will need to determine how many people need to be cross-trained and realistic expectations for cross-training.

	Essential Function
	Positions/Persons who can perform this function
	Positions/Persons who can be cross-trained for this function

	Payroll
	1. HR Manager

2. HR Coordinator

3. Benefits Coordinator


	1. Finance Coordinator

2. Finance Manager



	
	1. 

2.

3.

4.

5.
	1. 

2.

3.

4.

5.

	
	1. 

2.

3.

4.

5.
	1. 

2.

3.

4.

5.

	
	1. 

2.

3.

4.

5.
	1. 

2.

3.

4.

5.


 Worksheet #3: Closure of Service Locations

If the department does not have more than one service location or does not provide services at more than one location, skip this worksheet. If the department provides services at more than one location, list the order in which service locations should be closed for the purposes of consolidating staff.  This is applicable to similar services that are offered in multiple locations. For example, there are 100 drivers’ license offices within the Commonwealth of Virginia. Which offices should be closed first, second, third?  The plan will need to include procedures for re-assigning staff to work at another location when their normal work location is closed.  

	Location to Close
	Closure Priority (1st, 2nd, last)
	Address

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Worksheet #4: Off-Site Functions

Review the essential functions from the COOP plan. Determine which of these functions might be performed off-site (i.e., from home or alternate worksite), with the proper equipment and/or remote access to internal computer systems, and list them below.  Indicate if a home computer can be used or if the department requires issue of their computer to grant access to internal computer systems. Policies and procedures for each department regarding working off-site need to be defined.  For example, what are the expectations regarding how work time will be accounted for and documented?  If a home computer is used, is the employee eligible for any type of reimbursement for use of their personal internet connection? Action steps for addressing identified information technology gaps should be established and implemented within a timely manner.

	Function that might be Performed at Home or Off-site
	Equipment / Software to Support Function
	Remote Access to Network System Required (yes/no)
	Use Home Computer (yes/no)
	Access Already Granted (yes/no)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Worksheet #5: Alternate Work Schedules
In addition to staff working from alternate locations, consider assigning staff to alternate work shifts to support social distancing.  In work areas where staff is confined to a small space, such as cubicles, consider assigning half of the staff to work from 7:00 a.m. – 3:30 p.m. and the other half of the staff to work from 3:30 p.m. – midnight.

Identify functions that are performed by staff working in close proximity to each other.

1.

2.

3.
Identify work shifts that are suitable for the department.

Shift A _______________________

Shift B _______________________

	Function and Department
	Position and Name of Staff
	Shift A or B

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Worksheet #6: Internal and External Vendors and Contractors

List the internal and external vendors and contractors who provide essential services.  The manager responsible for ensuring these services needs to check with the department, agency, vendor or contractor regarding their contingency planning for circumstances leading to high rates of absenteeism.  Alternate sources of vendors and providers of services need to be identified.  For sole-source vendors, note contingency options for provision of services.  Also be aware that during a pandemic event, sanitation services and supplies will be of great importance to help limit the spread of disease.

	Essential Function
	Vendor or Department 
	Service Provided
	Contract Manager
	Alternate Vendors or 
Departments
	Contingency Options

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Worksheet #7: Workforce Protection

All Commonwealth of Virginia departments should take measures to help ensure the safety of their employees and control the spread of disease.  Review the Virginia Emergency Operations Influenza Pandemic (Non-Health) Annex Appendix 7.  Efforts should be made to stay informed of current recommendations from the VDH, CDC, OSHA and other appropriate sources regarding worker safety and infection control. Ensure the general public and customers are informed of any changes the department makes to daily operations.  

From the list below which was developed from OSHA and VDH guidelines, highlight which measures the department will take to help control the spread of disease.  Below each measure selected, identify steps that need to be taken to implement the infection control measure.  This also might help to reduce absenteeism for seasonal influenza.  The first measure listed has been completed as an example.

· Provide employees and customers with easy access to soap and warm water, hand sanitizers, gloves, surgical masks, N95 masks, safety glasses, tissues, sanitizing wipes, and other office cleaning supplies.  Consider stockpiling these supplies.  Stockpiles should be rotated using the oldest first and ensure proper storage conditions for products.

Action steps for implementation: 

Purchase and stockpile hand sanitizer and surgical masks. Identify proper storage locations and conditions for supplies.  Develop distribution procedures.
· Install hand sanitizer dispensing units throughout facilities.

Action steps for implementation:

____________________________________________________________________________________________________________________________________________

· Use no-touch trash containers.

Action steps for implementation: 

____________________________________________________________________________________________________________________________________________

· Have all staff watch VDH’s Influenza Pandemic video to learn about how to reduce the spread of disease such as pandemic influenza.

Action steps for implementation: 

____________________________________________________________________________________________________________________________________________

· Educate employees on proper hand washing techniques.  VDH has developed “Cover Your Cough” posters, which also address cleaning hands.  It is available at www.vdh.virginia.gov/pandemicflu.

Action steps for implementation: 
____________________________________________________________________________________________________________________________________________

· Train employees on proper use and fit for wearing and removing masks and other personal protective equipment (PPE).  Follow recommendations issued by the Virginia Health Department or the Centers for Disease Control and Prevention.

Action steps for implementation: 

____________________________________________________________________________________________________________________________________________

· Educate employees on cough etiquette.  VDH has developed the “Cover Your Cough” posters available at www.vdh.virginia.gov/pandemicflu.

Action steps for implementation: 
____________________________________________________________________________________________________________________________________________

· Install barrier protections such as sneeze guards or other clear barriers in offices that serve the general public.  Consider the use of drive-through windows for offering public services.  

Action steps for implementation: 

____________________________________________________________________________________________________________________________________________

· Provide customers with surgical masks and ask them to wear them while seeking services.

Action steps for implementation: 

____________________________________________________________________________________________________________________________________________

· Encourage employees to obtain seasonal flu shots.

Action steps for implementation: 

____________________________________________________________________________________________________________________________________________

· Require employees to stay at home if they are ill or at the first signs they might become ill. 

Action steps for implementation: 

____________________________________________________________________________________________________________________________________________

· Employees should clean frequently touched work surfaces such as telephones, computer equipment, and steering wheels of department vehicles or shared vehicles regularly.  

Action steps for implementation: 

____________________________________________________________________________________________________________________________________________

· Consider limiting access or reducing the number of entry and exit points for the general public to your facility.  

Action steps for implementation: 

____________________________________________________________________________________________________________________________________________

Are there any additional infection control measures that might be required by the department?  If so, please list them and their associated action steps for implementation below.

	Infection Control Measure
	Action Steps for Implementation

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Worksheet #8: Human Resource Policies and Procedures

Review the Virginia Emergency Operations Influenza Pandemic (Non-Health) Annex’s Appendix 4 and its Attachment 1. In the appendix, there is information on DHRM’s policies and procedures applicable to a pandemic influenza event.  It also provides human resource management guidance.  Attachment 1 is a copy of the Public Health Emergency Leave Policy.

After carefully reviewing Appendix 4 and the Public Health Emergency Leave Policy, determine if any additional procedures need to be established within the department prior to the onset of a pandemic.  Listed below is a checklist that the department can use to help identify potential gaps in existing policies and procedures for an event resulting in significant employee absenteeism.

· Review current human resource policies and encourage all staff to do the same.

· Review Adjunct Emergency Workforce strategy.  Communicate this strategy with all staff.  Establish department-specific criteria for staff to self-assess if they can participate in the adjunct emergency workforce.  Establish procedures within the department for tracking personnel who participate in the Adjunct Emergency Workforce (i.e., approval forms, sign-up sheet).

· Establish processes for providing just-in-time training to staff on the use of the absenteeism reporting system that will be established by DHRM.

· Review and communicate applicability of worker’s compensation services for this type of scenario.

· Review and discuss the Public Health Emergency Leave Policy with all staff.

· Establish procedures for communicating work assignments to personnel working off-site.  Establish procedures for tracking work assignments, hours, among others, for work performed off-site.  For example, develop a log for employees to complete for their work.

Worksheet #9: Pandemic Influenza COOP Annex Checklist

 FORMCHECKBOX 

Convene Department COOP Team

 FORMCHECKBOX 

Review Department COOP plans

 FORMCHECKBOX 

Review Virginia Emergency Operations Plan Influenza Pandemic (Non-Health) Annex
 FORMCHECKBOX 

Review pandemic influenza planning assumptions

 FORMCHECKBOX 

Develop department specific planning assumptions for pandemic influenza

 FORMCHECKBOX 

Review essential functions

 FORMCHECKBOX 

Ensure essential functions are prioritized

 FORMCHECKBOX 

Identify cross-training needs of staff to ensure at least three and preferably five persons can perform essential functions
 FORMCHECKBOX 

Identify functions that can be performed off-site

 FORMCHECKBOX 

Establish procedures associated with staff working off-site

 FORMCHECKBOX 

Identify orders of succession five to six deep for key personnel

 FORMCHECKBOX 

Determine the order of service location closures (for same services offered at multiple locations)

 FORMCHECKBOX 

Identify staff who can work alternate work schedules.

 FORMCHECKBOX 

Establish alternate work schedules (i.e., staggered hours to support social distancing).

 FORMCHECKBOX 

Identify vendor or department needs and contingency options for services should primary vendor or department not be able to provide service(s)

 FORMCHECKBOX 

Review human resource management guidance and polices

 FORMCHECKBOX 

Determine if additional human resource procedures are needed within the department
 FORMCHECKBOX 

Establish human resource procedures as needed

 FORMCHECKBOX 

Review infection control measures

 FORMCHECKBOX 

Establish procedures for mitigating the spread of disease by identifying infection control measures that the department will take

 FORMCHECKBOX 

Educate staff on how to control the spread of disease

 FORMCHECKBOX 

Ensure good communication strategy with staff

 FORMCHECKBOX 

Document the information identified above in the pandemic influenza annex

 FORMCHECKBOX 

Distribute and train staff on department’s plan and annex
Worksheet #10:  Annex Execution and Activation

WHO Global Pandemic Phases and the

Stages for Federal and State Government Response

	WHO Phases
	Federal and State Government Response Stages

	Inter-Pandemic Period

	1
	No new influenza virus subtypes have been detected in humans. An influenza virus subtype that has caused human infection might be present in animals. If present in animals, the risk of human disease is considered to be low.
	0
	New domestic animal outbreak in at-risk country.

	2
	No new influenza virus subtypes have been detected in humans. However, a circulating animal influenza virus subtype poses a substantial risk of human disease.
	
	

	Pandemic Alert Period

	3
	Human infection(s) with a new subtype but no human-to-human spread or, at most, rare instances of spread to a close contact.
	0
	New domestic animal outbreak in at-risk country.

	
	
	1
	Suspected human outbreak overseas.

	4
	Small cluster(s) with limited human-to-human transmission but spread is highly localized, suggesting that the virus is not well adapted to humans.
	2
	Confirmed human outbreak overseas.

	5
	Larger cluster(s) but human-to-human spread still localized, suggesting that the virus is becoming increasingly better adapted to humans, but might not yet be fully transmissible (substantial pandemic risk).
	
	

	Pandemic Period

	6
	Pandemic phase: Increased and sustained transmission in general population.
	3
	Widespread human outbreaks in multiple locations overseas.

	
	
	4
	First human case in North America.

	
	
	5
	Spread throughout United States.

	
	
	6
	Recovery and preparation for subsequent waves.


Review Virginia Emergency Operations Plan Influenza Pandemic (Non-Health) Annex Tab 7, which details suggested actions for specific Commonwealth agencies.  The Tab addresses the following specific agencies below.  Please note that the specific agencies listed in the Tab have additional information regarding their agency’s actions for pandemic influenza.  

· Agriculture

· Commerce and Trade

· Education

· Emergency Management

· General Services

· Health

· Human Resource Management

· Labor and Industry

· Office of Commonwealth Preparedness
· Virginia Department of Transportation
· Virginia Information Technology Agency (VITA)
· State Police

· Social Services

· Employment Commission

List the departments identified actions based on the pandemic influenza phases.  Identify and list additional actions as appropriate.  Review the table listed in Annex Implementation in this manual for actions to tailor to your specific department.  The first stage has been completed as an example.

	
	STAGE 1 – Suspected Human Outbreak Overseas

	ACTION
	Develop, train, and exercise COOP and emergency management plans for a pandemic influenza event.

	ACTION
	Develop communications plan.

	ACTION
	Review resource inventories and sustainability of supply chains.

	ACTION
	

	ACTION
	


	
	STAGE 2 – Confirmed Human Outbreak Overseas

	ACTION
	

	ACTION
	

	ACTION
	

	ACTION
	

	ACTION
	


	
	STAGE 3 – Widespread Outbreaks Overseas

	ACTION
	

	ACTION
	

	ACTION
	

	ACTION
	

	ACTION
	


	
	STAGE 4 – 1st Human-to-Human Case in North America

	ACTION
	

	ACTION
	

	ACTION
	

	ACTION
	

	ACTION
	


	
	STAGE 5 – Spread throughout U.S.

	ACTION
	

	ACTION
	

	ACTION
	

	ACTION
	

	ACTION
	


	
	STAGE 6 – Recovery/Preparation for Subsequent Waves

	ACTION
	

	ACTION
	

	ACTION
	

	ACTION
	

	ACTION
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