

Pandemic Preparedness Plan
Example Plan
Pandemic Preparedness Plan

A pandemic refers to an epidemic disease of widespread prevalence around the globe. 

Goal

The goal of pandemic planning is to provide guidance and direction for activities aimed at:

• Controlling the spread of influenza disease and reducing illness (morbidity) and death (mortality) by providing access to appropriate prevention measures, care, and treatment.

• Lessening disruption through ensuring the continuity and recovery of critical services.

• Supporting an efficient and effective use of resources during response and recovery.

RESIDENCE
Pandemic Preparedness Plan
Pre-Pandemic:
	
	Task 
	Who

	1. 
	Ensure the following is stocked in homes:

a) Emergency Disaster Kits (Refer to Emergency Preparedness plan)
· Infection Control Kits
· Masks

· Medical Gloves

· Lysol Wipes

· Thermometer & disposable tips

· Goggles

· Gowns

· Hand Sanitizer

b) Instructions outlining use of Hand sanitizer, proper hand washing, use of masks etc.
	

	2.
	Have up-to-date staff contact information and availability in case of emergency or staff shortages

· Ensure someone has the email addresses of all staff 

· Database holds all the “Information Needed In Case of Emergency” forms for all employees
	

	3.
	Have all medications/prescriptions stocked:

a) PRN forms completed

b) Obtain consent to administer antiviral in the event of an emergency
c) Have at least 6 weeks supply of all prescription medications available at the pharmacy & 2 weeks on hand
d) Have at least 6 weeks supply of Over the Counter medications on hand
	

	4.
	Stock up on:

a) Fluids with electrolytes

b) Medicines for fever (Tylenol, Motrin)

c) Anti-diarrhea medications

d) Disinfectants/bleach

e) Soap
	

	5.
	Ensure all staff are up to date on Infection Control training.
	

	6.
	Have all lists up to date of essential services and important contact numbers. (refer to Emergency Preparedness Plan)
	

	7.
	Report all symptoms that pertain to the Pandemic to your residence supervisor and then to the Program Director(s).
	

	8.
	Have an up-to-date list of emergency relocation alternatives for individuals (refer to Emergency Preparedness Plan)
	

	9.
	Support all staff and individuals with staying up-to-date and practicing:

a) Staying well/Self-care

b) Proper hand washing 

c) Respiratory Etiquette (cover your cough)

d) Immunization

e) Recognizing and treating influenza

f) Use of Infection Prevention and Control practices

g) When and how to access medical help
	

	10.
	Keep open communication with the Emergency Response Team and Pandemic Watch Officer regarding concerns in the program in relation to the pandemic 
	

	11.
	Identify and keep an up-to-date list of all staff oriented to the residence that could cover shifts. Consider:

· Past staff

· Volunteers

· Cross trained staff to homes
	


Pandemic:
	
	Task
	Who

	1.
	Continue to update staff’s contact information & availability on a weekly basis.
	

	2.
	Continue to check weekly for:

a) New tasks - to do lists
b) Stages of the Pandemic
	

	3.
	Make plans for how services can be scaled back or cancel unnecessary services.
	

	4.
	Stop all group activities or avoid activities involving crowds of people which can aid in the spread of infection (i.e. swimming pools etc…)
	

	5.  
	For staff shortages: 
a) Access staff to be orientated to the residence if needed
b) buddy teams for crossed trained staff
c) Centralized Relief Pool
d) use on-call relief
	

	6.
	Follow the directions of the Emergency Response Team
	All Staff


Post Pandemic:
	
	Task
	Who

	1.
	Reintroduce group activities 
	

	2.
	Evaluate pandemic preparedness and suggest changes to the Emergency Response Team
	All staff

	3.
	Restock kits and supplies that are depleted
	All staff


Residences
 Pandemic Preparedness Plan

Pre-Pandemic:

	
	Task
	Who

	1.
	Encourage & stress the importance of the following being stocked in individuals homes:

a) Emergency Disaster Kits (Refer to Emergency Preparedness plan)
b) Hand Sanitizer

c) Thermometers

d) Instructions outlining use of Hand sanitizer, proper hand washing, etc…
e) 6 weeks supply of Over the Counter medications on hand  
f) 2 weeks supply of prescription medications and 6 weeks supply at the pharmacy.  
g) Fluids with electrolytes

h) Medicines for fever (Tylenol, Motrin)

i) Anti-diarrhea medications

j) Disinfectants/bleach

k) Soap

l) Diapers, wipes or other children’s items if applicable
	

	2.
	Have up-to-date staff contact information & availability
	

	3.
	Ensure all staff are up to date on Infection Control training.
	

	4.
	Have all lists up to date of essential services and important contact numbers. (refer to Emergency Preparedness Plan)
	

	5.
	Check for any changes in the Pandemic Plan or up-to-date stages of the Pandemic
	All Staff 

	6.
	Report all symptoms that pertain to the Pandemic to your Team Coordinator and then to the Program Director/s.
	All staff & individuals

	7.
	Have an up-to-date list of emergency relocation alternatives for individuals (refer to Emergency Preparedness Plan)
	

	8.
	Support all staff & individuals with staying up-to-date and practicing:

h) Staying well/Self-care

i) Proper hand washing 

j) Respiratory Etiquette (cover your cough)

k) Immunization

l) Recognizing and treating influenza

m) Use of Universal precautions

n) When and how to access medical help
	


Pandemic:
	
	Task
	Who

	1.
	Continue to update staff’s contact information & availability on a weekly basis.
	

	2.
	Continue to check weekly for:

a) New tasks - to do lists
b) Stages of the Pandemic
	

	3.
	Make plans for how services can be scaled back or cancel unnecessary services.
	

	4.
	Stop all group activities or avoid activities involving crowds of people which can aid in the spread of infection (i.e. swimming pools etc…)
	

	5.  
	Access list of staff who are oriented to working with the individual if needed
	

	6.
	Access Infection Control supplies from the office when working with individuals.
	

	7.
	Follow the directions of the Emergency Response Team
	All Staff


Post Pandemic:
	
	Task
	Who

	1.
	Reintroduce group activities 
	

	2.
	Evaluate pandemic preparedness and suggest changes to the Emergency Response Team
	

	3.
	Restock kits and supplies that are depleted
	


OFFICE BUILDING or PROGRAMS RUNNING 
OUT OF AN OFFICE

 Pandemic Preparedness Plan

Pre-Pandemic:

	
	Task 
	Who

	1.
	Ensure the following is stocked in the office:

a) Emergency Disaster Kit (Refer to Emergency Preparedness plan)
b) Infection Control Kit
· Masks

· Medical Gloves

· Lysol Wipes

· Thermometer & refills

· Goggles

· Gowns

c) Mounted Hand Sanitizer dispensers with use instructions posted

d) Instructions on proper hand washing, cover your cough and influenza information are posted. 
	

	2.
	Have up-to-date staff contact information & availability for all programs running out of the office
	

	4.
	Stockpile medical supplies for entire organization:

a) Hand sanitizer

b) Gloves 
c) Masks

d) Lysol Wipes

e) Thermometer & refills
	

	5.
	Double check to make sure all staff are up to date on Infection Prevention and Control
	

	6.
	Have all lists up to date of essential services and important contact numbers. Refer to Emergency Preparedness Plan
	

	7.
	Check for any changes in the Pandemic Plan or up-to-date stages of the Pandemic
	

	8.
	Report all symptoms that pertain to the Pandemic to your Team Coordinator and then to the Program Director/s.
	All staff & individuals

	9.
	Make plans for when programs running out of the office will shut down and make plans for alternative support for individuals affected if required.
	

	10.
	Support all staff & individuals with staying up-to-date and practicing:

a) Staying well/Self-care

b) Proper hand washing 

c) Respiratory Etiquette (cover your cough)

d) Immunization

e) Recognizing and treating influenza

f) Use of Universal precautions

g) When and how to access medical help
	


Pandemic:
	
	Task
	Who

	1.
	Continue to update staff’s contact information & availability on a weekly basis.
	

	2.
	Continue to check weekly for:

a) New tasks - to do lists
b) Stages of the Pandemic
	

	3.
	Stop all programs running out of the Office building and assist individuals to make contingency plans.
	

	4.
	Distribute and track all stockpiled supplies for the entire organization.  Order new supplies as needed.
	

	5.  
	Act as the main information location for all stakeholders and staff.
	

	6.
	Place posters on office entrance that indicate anyone showing signs of illness pertaining to the pandemic is not to enter and offer alternate ways of contacting the office.
	

	7.
	Follow the directions of the Emergency Response Team
	All Staff


Post Pandemic:
	
	Task
	Who

	1.
	Reintroduce Programs  
	

	2.
	Evaluate pandemic preparedness and suggest changes to the Emergency Response Team
	

	3.
	Restock supplies keeping in mind what was used through the tracking system
	


TECH SUPPORT 

 Pandemic Preparedness Plan

Pre-Pandemic: 

	
	Task
	Who

	1.
	Place a synopsis of Emergency/Pandemic Plan on intranet/staff portal
	Tech support

	2.
	Post links to Disaster Planning sites including:

a) World Health Organization (WHO)

b) Alberta Government website
c) Occupational Health and Safety 
	Tech support

	3.
	Post all pandemic to-do lists in a central location for staff
	Tech support

	4.
	Post all information about the pandemic as required by other teams
	Tech support

	5.
	Prepare a decentralization plan for the office building including a list of all staff who can work from home/residences 
	Tech support

	6.
	Prepare plan/assemble equipment potentially needed for response & for decentralization plan
	Tech support

	7.
	Identify staff who could be oriented to Tech support and complete orientation 
	Tech support

	8.
	Plan for how the organization could function in the event of a power outage for an extended period of time
	Tech support


Pandemic: 

	
	Task
	Who

	1.
	Continue to provide information to Emergency Response Team to include in ongoing communication
	Tech support

	2.
	Prepare to decentralize administration
	Tech support

	3.
	Implement decentralization plan
	Tech support

	4.
	Follow the directions of the Emergency Response Team
	Tech support


Post-Pandemic:

	
	Task
	Who

	1.
	Recentralize administration
	Tech support

	2.
	Evaluate pandemic preparedness and suggest changes to the Emergency Response Team
	Tech support


EMERGENCY RESPONSE TEAM
Pandemic Preparedness Plan

*Experts indicate that plans should be made assuming that approximately 1/3 of the staffing body would be absent for a 2 week period.
Pre-Pandemic:

	
	Tasks
	Who 

	1.
	Identify a Communication Officer

a) Provide contacts/availability

b) Identify alternative person if Communication Officer is not able; obtain their contacts/availability
	Emergency Response Team



	2.
	Identify a Pandemic Monitoring Officer 

a) Provide Contacts/Availability 

b) Identify an alternative person if the Property Manager is not able; obtain their contacts/availability
	Emergency

Response Team

	3.  
	Monitor websites (AB Gov, Canadian Gov and WHO) weekly and report any changes or updated phases to the Emergency Response Team
	Pandemic Watch Officer

	4.
	Set up a task system that can be accessed by all staff/programs for use in delegating tasks out
	Emergency Response Team / Tech Support

	5.
	Develop and keep an up-to-date availability list of all staff, volunteers and any previous staff that could be accessed if need be.
	Emergency

Response Team / Human Resources

	6. 
	Develop and keep an up-to-date individual list of alternative emergency relocation options (refer to Emergency Preparedness plan)
	Emergency

Response Team

	7.
	Send out general pandemic information to all staff, individuals, guardian, families & volunteers
	Emergency

Response Team

	8.
	Monitor to ensure all supplies and kits are up-to-date and office has stockpiled supplies:

a) Gloves & Hand Sanitizer

b) Masks (check expiry date)

c) Emergency Disaster kits 

d) Infection Control kit
	Emergency

Response Team

	9.
	Initiate additional training for staff and individuals (if applicable) in:

a) Infection Prevention and Control
b) Emergency/Pandemic Plan

c) Proper Hand washing

d) Use of special supplies (i.e. Masks, sanitizers etc.)
	Emergency

Response Team / Human Resources

	10.
	Initiate education to all stakeholders on pandemic plan
	Emergency

Response Team

	11.
	Share Pandemic Preparedness Plan with other agencies:

	Emergency

Response Team

	12.
	Amend all service agreements & medical care consents to include a pandemic emergency
	Emergency

Response Team

	13.
	Plan for alternative housing:

a) Amalgamation of residences

b) Sending individuals home or to relocation sites (if applicable)

c) Designated house for triage (sick house)

d)  Sending individuals home with staff
	Emergency

Response Team

	15.
	Determine if a childcare plan is needed for staff, then develop (if applicable)
	Emergency

Response Team

	16.
	Determine “essential” organizational services and identify what can be scaled back and what can be shut down

a) Within these services identify “essential” staff positions and ensure there are a minimum of 3 staff oriented to these positions.
	Emergency

Response Team

	17.
	Prepare aftercare/recover plans & guidelines (i.e. grief counseling, mental health support etc.)
	Emergency

Response Team

	18. 
	Plan for relocation of office personnel & reassignment of staffing teams
a) Identify what staff would need further orientation

b) Start the orientation
	Emergency

Response Team

	19.  
	Look into possible liability issues and develop/revise policies in the following areas:

a) Forcing individuals to “stay home” or limit group interactions

b) Compensation of staff losing hours (reassignments, sick time etc.)

c) Forcing staff to work in “at risk” environments with sick clients/staff

d) When can employees return to work following the illness (i.e. After 48 hours of no fever etc.)

e) Infection control/Preventing the spread of influenza

f) Immunization of staff

g) Flexibility of work hours/schedules
	Emergency

Response Team

	20.
	Monitor and implement the communication plan for the entire organization.
	Emergency

Response Team


Pandemic:

	
	Task
	Who

	1.
	Monitor the Alberta Health Website weekly to daily, as well as news reports and other information regarding the pandemic and report any changes or updated phases to the Emergency Response Team
	Pandemic Watch Officer



	2.
	Monitor staff & individual absences due to pandemic related illnesses to assess trigger points and action
	Emergency Response Team 

	3.
	Set up a task system that can be accessed by all staff/programs for use in delegating tasks out
	Emergency Response Team

	4.
	Organize a meeting of Emergency Response Team to make sure all tasks are being completed 
	Emergency

Response Team

	5. 
	Make decisions surrounding closure of programs or reduction in services consider:

a) Amalgamation of residences

b) Reduction of hours

c) Recreation or programs less essential

d) Programs promoting or involving groups of people
	Emergency

Response Team

	6.
	Human Resources to maintain & provide up-to-date staff emergency contact lists to Emergency Response Team
	Human Resources

	7.
	Continue revising pandemic plan (as needed)
	Emergency

Response Team

	8.
	Monitor and implement the Communication plan
	Emergency

Response Team

	9.
	Issue guidelines & policies revisions (i.e. infection control)
	Emergency

Response Team

	10.
	Arrange team staff meetings- remind staff of materials, pandemic plan & prevention
	Emergency

Response Team

	11.
	Cancel holidays for all staff & key personnel as necessary
	Emergency

Response Team

	12.
	Quarantine all residences—if need be, decide on visitor restrictions 
	Emergency

Response Team

	13.
	Discontinue all group activities or implement guidelines to modify face to face contact.
	Emergency

Response Team

	14.
	Notify & educate; stakeholders and staff about pandemic symptoms & visitor restrictions
	Program

Directors

	15.
	Contact Health Region to confirm their fatalities plan
	Emergency

Response Team

	16.
	Notify all staff to report for work according to emergency schedule- i.e. new assignments, emergency situations, lockdowns, quarantines, etc…
	Human Resources

	17.
	Review visitor restrictions between waves
	Emergency

Response Team

	18.
	Track &Monitor restocking of:

a) Emergency Disaster kits
b) Hand Sanitizer

c) Universal precaution kits

d) Cleaning supplies
	Emergency

Response Team / Property Manager

	19.
	Implement critical debriefing points
	Emergency

Response Team

	20.
	Get in contact with other organizations and talk about implementation of shared staff. Implement when appropriate and put proper supports in place for orientation.
	Emergency

Response Team

	21.
	Implement any plans in relation to amalgamation of residences, closing of residences, setting up of a “sick house”, as needed.
	Emergency

Response Team

	23.
	Delegate and ask for support from staffing body with tasks needed
	Emergency

Response Team

	24.
	Begin plans for the next “wave”
	Emergency

Response Team


Post-Pandemic:

	
	Task
	Who

	1.
	Assist all departments to return to previous assignments, and restart programs as appropriate
	Emergency

Response Team

	2. 
	Review/Activate aftercare/recovery plans and guidelines
	Emergency

Response Team

	3.
	Begin process of cleaning quarantined homes and other areas
	Emergency

Response Team

	4.
	Identify source of social & psychological services for staff /clients/ volunteers /families, etc…
	Emergency

Response Team

	5.
	Evaluate & recognize ex-staff/volunteers /staff/guardian/families, etc.
	Emergency

Response Team

	6.  
	Evaluate pandemic preparedness and make changes to the policy/manual
	Emergency

Response Team

	7.
	Monitor the restocking of supplies for the organization
	Emergency

Response Team


COMMUNICATION PLAN

Pandemic Preparedness Plan

Pre-Pandemic:

	
	Task 
	Who

	1.
	Communicate the Pandemic Plan:

a) Public

b) Staff
c) Stakeholders
d) Community Partners:


	Emergency Response Team

	2.
	Identify chains of communication, including how contact will be made with key people. Consider the use of an on-call system for the Emergency Response team and other “key” personnel.

a) run a test on the system
	Emergency
Response Team

	3.
	Review current modes of communication and develop a plan for how:

a) A pandemic may affect these

b) How you could do without them

c) How long you could function without them

d) Alternatives that could be used
	Emergency Response Team

	4.
	Anticipate employee fear, anxiety and rumor, and plan communications accordingly.
	Emergency

Response Team

	5..
	Obtain copies of other key organization’s pandemic plans 
	Emergency Response Team

	6.
	Improve annual influenza vaccine coverage—offer vaccine to all staff.
	Emergency

Response Team

	7.
	Give out general pandemic information to all staff, clients, guardian, families & volunteers
	Emergency

Response Team

	8.
	Provide ongoing communication regarding:

a) Staying well/Self-care

b) Proper hand washing 

c) Respiratory Etiquette (cover your cough)

d) Immunization

e) Recognizing and treating influenza

f) Use of Universal precautions

g) When and how to access medical help
	Emergency

Response Team


Pandemic:

	
	Task
	Who

	1.
	Ensure ongoing communication with all staff and stakeholders on:

a) New or changed policies

b) Up to date pandemic status/information

c) Next steps/plans to take

d) How to access key staff/personnel
	Emergency

Response Team

	2.
	Connect with community partners i.e. their plans & share our plan with them;

    a) Trigger points for closure

    b) Can we access their staff?

    c) Any other
	Emergency

Response Team

	3.
	Implement ongoing communication strategies with alternate modes of communication as identified above
	Emergency

Response Team

	4.
	Continue ongoing/more direct communication on:

a) Staying well/Self-care

b) Proper hand washing 

c) Respiratory Etiquette (cover your cough)

d) Immunization

e) Recognizing and treating influenza

f) Use of Universal precautions

g) When and how to access medical help
	Emergency

Response Team

	5.
	Provide communication regarding mental health issues/support resulting from fear, social distancing, grieving
	Emergency

Response Team


Post-Pandemic:

	
	Task
	Who

	1.
	Maintain surveillance of the pandemic
	Emergency

Response Team

	2.
	Provide ongoing communication on returning to normalcy 
	Emergency

Response Team

	3.
	Evaluate the communication plan and make changes as necessary
	Emergency

Response Team


