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Preparedness is vital to reducing the impact of an influenza pandemic on your business or organization. Here are some things your organization can do before you begin to plan:
· Consider contacting your local government, Chamber of Commerce or Business/Volunteer Association about pandemic planning discussions in the community
· Find out who is responsible for emergency preparedness in your community
· Look into whether there are opportunities for your organization to get involved in pre-emergency discussions
· Consider services that your organization could offer in the response to pandemic beyond your core functions
· Nonprofit organizations might consider working with their funders or Associations to see what pandemic planning activities they have underway. 

Pre- emergency discussions could help assess ways your organization might be able to respond to the needs of the community in the event of a pandemic.
Start by Determining Responsibility For Developing A Pandemic Plan

Who is in charge of developing your pandemic plan? 

Name: ____________________________
Are there other people who should be involved in the planning process – manager, team leaders, employees, volunteers, members of the Board of Directors, union representatives? 

	First Name
	Phone#
	E-Mail

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Tips / Things to Consider When Selecting Plan Leaders
· Choose an individual or a team leader and team members

· Choose employees and key volunteers who have a good grasp of general business processes across the organization 

· Who needs to provide input/feedback?  e.g. Managers/supervisors, employees, volunteers, union representatives, individuals considered at high risk, and key customers, clients, and Board of Directors
· Make sure to engage employees and volunteers
· To test your plan, conduct a focused discussion with key employees and volunteers, to find out if your plan has gaps or problems

Who will approve your pandemic plan? 

Name: ____________________________

Decision Making During A Pandemic

Who will be the decision maker(s) during a pandemic? 

Name: ____________________________
Who will be the back-up decision maker? 

Name: ____________________________
Are there other people who will be part of the decision making process?

	Name
	Phone#
	E-Mail

	
	      
	     

	
	      
	     

	
	      
	     

	
	      
	     


Who will monitor public health or other government directives?

Name: ____________________________
Where is the pandemic plan information filed, electronic and/or hard copy?  

____________________________
Step 1 - Assess the Impacts: Changes in Demand, Employee and Volunteer Absenteeism, and Supply Chain 

Demand 
What will happen to the demand for your Goods & Services? 
( Increase by _____%

( Decrease by _____%

( Stay the same 

( Don’t Know 

Employee Absenteeism 

How many employees and volunteers away from work will start to affect your normal operations? 
( Percentage _____% OR

( Number of Employees _____

( Number of Volunteers_____

( Don’t Know 

How many employees and volunteers away from work will seriously affect your normal operations? 

( Percentage _____% OR

( Number of Employees _____

( Number of Volunteers_____

( Don’t Know 

How many employees and volunteers away from work will make it impossible for you to carry on business as usual? 

( Percentage _____% OR

( Number of Employees _____

( Number of Volunteers_____

( Don’t Know 

SUPPLY & SUPPLY CHAIN RISKS


How might a pandemic affect your supply chain?

( My supply chain is secure

( My supply chain could be disrupted

( Don’t Know 

List some of the ways your supply chain can be disrupted: 

STEP 2 - How Will You Plan to Keep Your Business/Organization Operating?

Which roles are critical to your core operations? 

Rank them in order: 

High – Critical:  Cannot be interrupted or suspended

1. ___________________________________


2. ___________________________________


3. ___________________________________
Medium – Can be suspended for a short period of time

1. ___________________________________


2. ___________________________________


3. ___________________________________
Low – Can be suspended for an extended period of time 

1. ___________________________________


2. ___________________________________


3. ___________________________________
What employee and volunteer positions are critical to “core” operations? 

List them, along with back-ups for the position if you have them: 
	Name
	Backup
	Phone#
	E-Mail

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


What are the critical supplies, services and equipment required to maintain the core functions? 

If travel is not recommended, what alternatives can you explore if you have employees and volunteers who travel to other countries/regions/cities as part of their work? 

Tips / Things to Consider

· If you are reliant on border crossings, what are the plans if the border is closed or certain goods are delayed or prevented from crossing the border?

· Make sure you know where to get reliable information about crossing the border during a pandemic.

Are there other factors, unique to the products and/or services your organization provides that may impact your business operations?  

STRATEGIES AND ACTION PLAN

What are the strategies or options applicable to your business/organization? 

What actions do you need to take to be ready?

Tips / Things to Consider
· Are there other ways to deliver the core functions? e.g. Coordinating with other community organizations etc.? (For more information about building your community resiliency see the See Community Resiliency Activity Book at http://businessfluplan.ca/tools-and-resources
· On-line ordering, home delivery, consolidating services, etc.?

· Can employees and volunteers work from home and what would be required to support this?  See under “How Will You Help Protect Your Employees and Volunteers” 

· What functions will you maintain at various levels of employee or volunteer absenteeism rates of 15%, 25%, or 35%? 

· What staffing options do you have if absenteeism is higher than normal, or lasts longer than usual?  Consider overtime of existing employees, increased use of part-time employees, reassignment of employees and volunteers from other rolls or job functions, and additional providers (contractors, retirees)
· Consider an integrated HR approach that focuses on special skills, functions and roles.  Can job duties or portions of job duties be reassigned amongst staff remaining at work? Could activities or portions of tasks be assigned to volunteers for a brief period? When considering such approaches it is always prudent to ensure your plans are consistent with employment or collective agreements that may be in place.
· What options do you have in the case of severe employee or volunteer absence of up to 50%?  

· What employee and volunteer cross training should be considered?
· Do employees, volunteers or members of your Board have other skills and abilities that might be valuable? (e.g. Languages)
· Do you have alternate suppliers?

· Is increasing your inventory levels of critical supplies an option? 

· Are teleconferencing and/or video conferencing possible alternatives?

· Can you consider restricting non-essential business travel to affected regions?  

· What alternative transport methods or routes are available to you (if applicable)?
· Are you covered by insurance if there is a disruption due to a pandemic?  Check your policy and speak to your agent.  If your agent says you are covered in the case of a pandemic ask for a letter from the insurance company.
· Make sure the strategies and options you are considering are consistent with Employment & Labour Standards applicable to your jurisdiction and are consistent with the terms of any and all Collective Agreements applicable to your organization.

List the Strategies or Options you plan to pursue and the actions required to be ready

	Strategy/Option
	Action
	Person(s) 
Responsible
	Resources 
Required
	Priority

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


STEP 3 - Will You Change Your Human Resource Policies?


One of the main ways of preventing the transmission of the flu is also the simplest: if you’re sick, stay home until you are better. It is called “self-isolation.” The flu generally lasts up to 7 days but in most cases the flu will require employees to stay home for 3 to 5 days.

However, this simple method of prevention poses challenges for both employers and employees, especially when a workplace has no sick benefits. 

Employees may face lost wages if they stay home, but if they return to work, employers may face more absenteeism as the flu spreads. 

The single greatest reason that a sick employee will return to work too soon is fear of lost wages. Employees need to stay home until their symptoms are gone and they feel well enough to participate in all activities.

You also need to consider that employees  and volunteers may stay home because a family member requiring care has the flu.  Employees may need to stay home from work because their child’s school or day care is closed, or public transportation is not available.  
Consider an integrated HR approach that focuses on special skills, functions and roles.  Can job duties or portions of job duties be reassigned amongst staff remaining at work? Could activities or portions of tasks be assigned to volunteers for a brief period? When considering such approaches it is always advisable to ensure your plans are consistent with employment or collective agreements that may be in place.
You may have to make a critical decision; if you don’t pay employees for sick leave, you may want to consider it in the event of a pandemic. 
What changes, if any, do you need to make to your sick leave or other human resources policies for a pandemic?  


Will you send employees home if they come to work sick (or become sick at work) and will you compensate them?  Will you send volunteers home if they come to work sick or become sick at work? Do you have a process outlined for managers/supervisors to follow? 
Will you require a doctor’s certificate or note when employees return to work after recovering from the flu? 

Do you have a process or procedure when 
employees and volunteers exercise the right to Refuse 
Unsafe Work?



Have you trained Managers & Supervisors in 
addressing the Right to Refuse Unsafe Work and 
Sending Employees and Volunteers Home situations?
SUMMARY

Identify the Human Resource Policies requiring review, development and/or change 

	HR Policy
	Person(s) Responsible
	Resources Required

(time & cost of change)
	Priority

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


STEP 4 - How Will You Help Protect Your Employees and Volunteers?

There are a number of simple, common sense actions you can take to reduce the risk of spreading influenza in the workplace. 

· You can download posters that you can print off and post in your workplace here
 
www.businessfluplan.ca/posters-and-printouts

· You can ask health questions of our experts here: 

http://businessfluplan.ca/ask-the-experts
 
Start by educating yourself, your employees, and volunteers about proper hygiene. 

· These include: 

· Washing hands often 

· Coughing/sneezing into tissue/arm

· Using alcohol-based hand sanitizer when there is no easy access to hand washing facilities

· Cleaning shared equipment e.g. multiple people using same computers, etc. wipe clean when equipment changes hands.

· Know the difference between a flu and a cold. 
http://businessfluplan.ca/ask-the-experts


· Maintaining a  healthy lifestyle (eating right, exercising, getting proper rest and  taking time to relax)


· Advising employees and volunteers with flu-like symptoms to stay home. 


By protecting your employees and volunteers you are protecting your customers and clients.
You can review a number of resources and tools for Nonprofit and Voluntary sector organizations see Tools and Resources at http://businessfluplan.ca/tools-and-resources
Assess the risk to your business/organization, employees and volunteers given the amount of person-to-person contact.
Not all businesses/organizations are at the same risk, depending on the amount of exposure to the public and to crowding. 

Select the option:
(  
High:  considerable contact with many 
customers, clients and/or other employees and volunteers

( 
Medium:  some contact with customers, clients and/or other employees and volunteers

( 
Low:  limited contact with customers, clients and/or other employees and volunteers
What will you do now, before employee and  volunteer absences increase, to help protect employees and volunteers?


What Could You Do During A Pandemic To Help Protect Employees and Volunteers?

Whether these solutions apply to your business/organization will vary, depending on your specific needs and the risk of personal contact. 

The strategies that may be considered to minimize employees’ and volunteers’ exposure to the flu virus include:

1. Social distancing, reducing personal contact

2. Additional cleaning of common surfaces
3. Reducing travel

4. Protective wear – There is currently no evidence that protective wear such as gloves and masks reduces the risk of infection other than in very high risk areas such as hospitals

Social Distancing 

What measures can your business/organization take to reduce personal contact within the work environment? 
ADDITIONAL CLEANING - Can you implement additional cleaning? 

Write additional cleaning measures for your workplace here: 

STEP 5 - How Will You Communicate?

During a pandemic you may need to communicate with

· Employees 

· Customers 
· Clients
· Volunteers

· Board of Directors

· Community Leaders
· Suppliers 
· Public Health Officials
Who is responsible for communicating with:  
	
	Name
	Backup

	Employees
	
	

	Customers / Public
	
	

	Clients
	
	

	Volunteers
	
	

	Board of Directors
	
	

	Community Leaders
	
	

	Supply Chain Partners
	
	

	Public Health Officials
	
	


In my business/organization, one person will communicate with all of them: 
Name: 
How and what will you communicate now about your business/organizational pandemic plan, to your employees, volunteers, Board of Directors, customers and clients?

How & What Will You Communicate During a Pandemic?

How will you communicate with Employees and Volunteers? 

List the ways you will keep your employees informed: 
( Web, 
( E-mail
( Phone

( Other _______________________
What will you Communicate to Employees and Volunteers?

If you can draft your message ahead of time, do it here. 

How will you Communicate with Customers/Clients? 
List the ways you will keep your customers/clients informed
( Web, 
( E-mail
( Phone

( Media

( Advertising

( Other _______________________
What will you Communicate to Customers/Clients?

If you can draft your message ahead of time, do it here. 

How will you Communicate with your Board of Directors?
List the ways you will keep your Board of Directors informed: 
( Web, 
( E-mail
( Phone

( Other _______________________
What will you Communicate to your Board of Directors?

If you can draft your message ahead of time, do it here. 

How will you Communicate with Suppliers/Vendors? 

List the ways you will communicate with suppliers/vendors

( Web, 
( E-mail
( Phone

( Media

( Advertising

( Other _______________________
What will you Communicate with Suppliers/Vendors?
If you can draft your message ahead of time, do it here. 

STEP 6 - How Will You Recover?


After the pandemic is over, what steps will you need to take to return to normal business/organization operations?

What steps will be necessary to resume normal business/organization operations?

How will you respond to the impact of the pandemic on employees and volunteers?

What are the lessons you learned from the recent pandemic?  

Tips / Things to Consider�Decision Making


Will it be a single decision maker or a decision maker supported by a team such as a group of managers?


Who are their backups?


Get the home contact information (home phone, cell-phone, home e-mail) and business contact information if not already easily available - see the templates at http://businessfluplan.ca/tools-and-resources


Use existing structure and decision making processes as under normal circumstances 





Public Health News


Do you have �HYPERLINK "http://www.fightflu.ca"�www.fightflu.ca� bookmarked on your computer as a source of reliable health information?





Tips / Things to Consider:


Demand


Do you provide goods & services that people will need more of during a pandemic? Cleaning or medical supplies, first aid training, communication, crisis counseling, child care supplies etc.


Will your business/organization be affected if people avoid going out?  e.g. tourism/hospitality industry, attendance at fundraising events


Will your business have to close if government mandates closure of public gatherings? e.g. movie theatres, sports venues, places of worship, drop-in centres etc.


Does the public depend on your business/organization staying open? e.g. grocery stores, meal delivery programs, food banks, , shelters, child care provider 


Do you supply to other businesses or organizations that will be affected?


Would you be able to expand your services? E.g. knowledge of/ communication to a particular cultural community or offering to host a vaccination clinic in your facility


Do you have access to space or equipment that could be of assistance to your community? E.g. Hockey arenas or gymnasiums








Tips / Things to Consider: Absenteeism


You need to know your normal employee and volunteer absenteeism rate.


Employee and volunteer absenteeism is more than just people away sick. Employees and volunteers may be absent from or unable to work because they are:  


caring for children or family members


afraid of infection, 


can’t get to work due to lack of public transportation  


Some employees and volunteers may be more likely to be affected: consider those with young families, or susceptible family members, and those employees that are more susceptible to the flu. 


Employee and volunteer absenteeism during a pandemic 


may increase up to 20 – 25 % or higher during peak periods.


Consider what level of absenteeism your own business/organization can manage. 


Consider what level of employee and volunteer absenteeism should be your threshold for activating the pandemic measures you will develop later in this plan.  


Be aware that volunteers may not step up if they volunteer for several organizations and have chosen one of their other volunteer roles as a priority


There may be volunteers who have jobs as health care professionals (e.g. Nurses or paramedics) that are working more and will be unable to offer assistance.


�














Tips / Things to Consider:


Supply Chain





Do you rely on single suppliers for some of your key goods & services? e.g. IT, payroll, etc


Are your supplies delivered on a “Just in Time” basis?


What are your contractual obligations and how would a change in supply requirements affect these? 


What is the impact if transportation systems are disrupted during a pandemic?








Tips / Things to Consider:





Remember to include aspects of your business/organization that depend on one another: for example, payroll processing depends upon information systems.  


What functions will you maintain at various levels of employee/volunteer absenteeism of 15%, 25%, or 35%?














Tips / Things to Consider for Supply





What options are there if key suppliers are unable to deliver supplies/ services/ equipment required to maintain core functions? 


Ask your key vendors/suppliers about their pandemic plans and what they plan to do to reduce disruption to the supply chain.


Can you work with other organizations (public, private and voluntary sectors) to coordinate supplies, services and equipment to maintain core functions in the community? See Community Resiliency Activity Book at http://businessfluplan.ca/tools-and-resources


Do you have alternate suppliers identified? 


Review your supply/service contracts and know your obligations to them and their obligations to you.


Do you have a Supplier Contact list to easily contact suppliers or for the back-up person to easily access supplier’s information? Use the templates at http://businessfluplan.ca/tools-and-resources





Tips / Things to Consider


Travel





Are teleconferencing and videoconferencing alternatives?


Consider restricting non-essential business travel to affected regions. 


Provide information to employees and volunteers regarding potential situations they may encounter if travel is required e.g. travel delays, health screenings, being quarantined, etc.


Make sure emergency contact information for travelers is up to date


Make sure you know where to turn to get sound information regarding international travel. www.businessfluplan.ca/links 

















Tips / Things to Consider





Is it an option for employees and volunteers to work from home?  Have you established the information systems to accommodate this?  See also “How Will You Protect Your Employees and Volunteers” (Step 4).


Have you considered making private transportation arrangements for employees/volunteers if public transportation is not available e.g.  use of taxis, car pooling, etc.


Assess the cost/benefit of paying employees sick time vs. having them infect other employees and impacting operations.


What are employee’s rights under their employment agreements, collective agreements or the law?


Are employees entitled to company insurance coverage, government employment insurance or workers compensation?


Will you allow employees to take vacation time when they are sick and you have no sick benefit plans?  What are the terms in your Collective Agreement or Employment & Labour Standards about the use of vacation leave?


Be aware of laws/regulations in your province/territory for when employees do not feel safe to come to work.


Make sure policies are consistent with existing collective agreements, federal, provincial/territorial labour and occupational/workplace health & safety laws. See: www.businessfluplan.ca/links











Tips / Things to Consider





Encourage employees and volunteers to self-report if they have the flu. 


Know the difference between a cold and the flu. You can see at: 


Businessfluplan.ca/ask-the-experts


While discretion is always required when asking ill employees to remove themselves from the workplace, you must show an even greater amount of tact when addressing this issue with volunteers.


Will you require employees who have been off sick to provide a doctor’s note? You may want to waive this requirement if this is your current policy because it may be more difficult to see a doctor in a pandemic situation


Employees and volunteers need to stay home until their symptoms are gone and they feel well enough to participate in all activities.











Tips / Things to Consider





Encourage employees to self-report if they have the flu. 


Know the difference between a cold and the flu. You can see at: 


Businessfluplan.ca/ask-the-experts


Will you require employees who have been off sick to provide a doctor’s note? You may want to waive this requirement if this is your current policy because it may be more difficult to see a doctor in a pandemic situation


Employees need to stay home until their symptoms are gone and they feel well enough to participate in all activities.











Tips / Things to Consider





Review your jurisdiction’s Workplace Health & Safety legislation


Review the Terms of your Collective Agreement on the Right to Refuse Unsafe Work.


Document a process/ procedure for your Managers/Supervisors to follow.


Prepare a simple process for volunteers who may refuse unsafe activities. 





Tips / Things to Consider





High contact rating would apply to businesses/organizations such as shelters, high volume retailers, day cares, health care service providers and others


Medium contact would apply to where customers or clients are present but there is some distance between employees/volunteers and customer/client, or where there is interaction between employees and volunteers e.g. banks, insurance offices, manufacturing plants, home services, meal delivery program, food banks, home services, visiting the elderly, crisis counselors, etc.


Low contact is when there is limited contact with people e.g. limited or no physical contact with customers/clientse.g. single employee office or low employee/ volunteer interaction.





Tips / Things to Consider


Where employee/volunteer/customers, clients/contacts have no easy access to hand-washing facilities, provide alcohol-based hand sanitizer


Implement cleaning procedures where employee/volunteers/customers or clients share equipment.


Discipline employees/volunteers who refuse to follow the protective procedures, using standard progressive discipline practices including: 


verbal reprimand, 


written reprimand, 


suspension, and finally 


termination.


Advise employees and volunteers with flu-like symptoms to stay home.  See under also Human Resource Policies (Step 3)








Social Distancing: �What You Can Do


Introduce flexible work hours, by adding or staggering shifts to reduce the number of employees/volunteers at work at the same time, taking into account the terms of applicable provisions in the Collective Agreements related to Hours of Work and Changing Shift Schedules, etc. 


Cancel or limit face-to-face meetings -- use teleconferencing or videoconferencing instead


Installing a protective barrier (acrylic or glass) between employees/volunteers or between employees/volunteers & clients/customers.


Asking customers and clients to stand further away from employees and volunteers.


Limiting the number of customers, clients or people at the workplace at any given time.�


Telecommuting


Ask/allow employees and volunteers to work from home, if applicable. 


Do you have the technology platform to support working from home?


Do you need to increase the capacity of internet connectivity or computer server capacity? 


What if employees/volunteers do not have computers at home? Do you have laptops they can borrow?


Ask your internet provider if they can handle the additional traffic expected during a pandemic.











Tips / Things to Consider


Hygiene & Cleaning�


Where employees/volunteers/customers/clients have no easy access to hand-washing facilities, provide alcohol-based hand sanitizer


Implement cleaning procedures where employees/volunteers/clients/customers share equipment.


Advise employees and volunteers with flu-like symptoms to stay home.  See under also Human Resource Policies (Step 3)


Using common cleaning agents, increase cleaning of all common surfaces such as telephones, workstations, countertops, doorknobs, etc.


Clean equipment between shift changes if equipment is used by more than one person


Clean equipment used by customers or clients e.g. Debit machines, etc. 








Tips / Things to Consider


Communicating with Employees, Volunteers, Customers & Clients





Inform employees and volunteers about pandemic influenza and how to protect themselves 


Inform employees/volunteers and/or customers/clients what you are doing to prepare for a pandemic and what your response plan is.


Review your pandemic plan with union representatives to ensure the plan is consistent with the terms of your Collective Agreements.


Encourage employees and volunteers to develop their own home contingency plans for a pandemic e.g. make alternate plans for child care, etc.


Do you know what other voluntary or community development organizations serve your neighborhood?


Who are the leaders in your community when it comes to pandemic planning for community development and voluntary sector organizations? –See Community Resiliency Activity Book at http://businessfluplan.ca/tools-and-resource








Tips / Things to Consider


Communicating with Employees & Customers/Clients





Communicate with employees who cannot come to work due to the pandemic and reassure them that staying home will not affect their employment.


Communicate changes which increase personal safety of employees and volunteers e.g. greeting etiquette, work arrangements, etc.


Communicate factors which may impact employees and volunteers e.g. changes to operations, changes to cleaning or safety procedures etc. 


Communicate frequently with employees and volunteers on the status of the pandemic situation.  Do you have a trusted source of health information? – See www.businessfluplan.ca/links


Make sure you have updated lists of contact information for employees and volunteers – �HYPERLINK "http://www.businessfluplan.ca/tools-and-resources"�http://www.businessfluplan.ca/tools-and-resources�


If you plan to use the phone to communicate with employees, consider developing a fan-out list/telephone tree– See templates at http://businessfluplan.ca/tools-and-resources


Tips / Things to Consider


How will you communicate with customers/clients e.g. public announcements, direct calls, newspapers advertisements, posting signs, media, e-mails, fax, etc.?


Communicate how you are keeping your business/organization going, or what you are doing differently.


Communicate how you are keeping the business/organization safe.








Tips / Things to Consider


Communicating with Suppliers/ Vendors





Will you communicate with suppliers via e-mail (bulk or individual), direct calls, letters etc.? 


Make sure you have your supplier Contact list available








Tips / Things to Consider


Recovery





What do you need to do to restore sales/service?


What do you need to communicate to employees, volunteers and your Board of Directors? Provide realistic not optimistic information 


Is there any additional cleaning required to get the workplace safe for employees?


Are there key clients, stakeholders, suppliers you need to meet or communicate with? e.g. bank personnel, etc.





Support for Employees and Volunteers





Are there employees, volunteers or their families who have been severely affected by the pandemic (major illness and/or death)?  


How will you handle employees and volunteer burnout if employees and volunteers worked long hours during the pandemic?  


How will you respond to employees who have lost wages?


Advise employees and volunteers what you can do to support them.�


Lessons Learned


Have a debriefing session with key employees and volunteers (in leadership positions) to identify what worked well and to identify what you would do differently next time.


Update your pandemic plan now with the lessons learned. 


Pandemics come in waves, so continue to keep updated on pandemic status.


Implement the strategies that make sense for on-going business operations.
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