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[Example] Flu Pandemic Contingency Plan
Park City have produced this example flu pandemic contingency plan for businesses who may not have considered having these arrangements previously. Please feel free to use this document as an example plan for your company by adding, changing or removing headings, words and strategies as appropriate to your business.

The current pandemic alert might also be used as a useful reminder for companies to check all the contingency arrangements that they have in place for other situations, such as a disaster contingency plan.
Introduction 
Flu pandemics have the potential to severely affect our company, our employees and our family members. As a consequence of the current swine flu pandemic, we must undertake specific planning over and above that made for other disasters (see the company’s separate disaster contingency plan). 

A pandemic has the potential to impact greatly on employee sickness absence rates and those who provide essential services upon which this business relies. 

This plan provides a system for this company to plan for, respond to, and recover from a pandemic. 

The plan focuses on: 

· Raising employees' awareness of the threat of a pandemic and testing their preparedness;

· Improving preventive measures for high-risk work sites and vulnerable employees;

· Improving current health surveillance and existing hygiene measures; and 

· Producing action plans that are specific to each of this company’s locations

Planning for a Pandemic 
[Name] has been designated as this company’s pandemic coordinator, and a pandemic response team from across the [organisation/functions] has been set up. The following employees have been enlisted into the pandemic response team: [list members]. 
The Pandemic Response team will be responsible for:

· Developing awareness materials for the company
· Introducing relevant training to the workforce

· Briefing the senior management of the company

· Maintaining their own knowledge and awareness of global developments in flu strains (including guidance on current and new strategies for containment and vaccines)

· Ensuring that all external stakeholders, included but not limited to; suppliers, customers and family members, are all involved in planning for a pandemic.

[The company] will define all those goods, services and functions of the company that are essential to its operations and continuity. [The company] will then: 
· Provide training to all workers on workplace, personal and family protection and actions that must be taken as a pandemic develops.
· Put in place policies that will enable flexible working (work from home) in the event of a pandemic

· Plan which functions or services can be carried out by personnel other than those who are normally given the task/responsibility 
· Train non-essential back-up staff to perform essential duties and consider retraining recently retired employees

· Ensure that all maintenance plans are up to date to ensure that, even in the event of a pandemic, all equipment and services essential to this business’s operation is capable of sustained operation.

· Stockpile essential supplies, materials and equipment.
· Prepare employee support services, such as grief counselling and psychiatric care.

· Determine which services or functions can be carried out by other work sites (known as devolution planning).
· Organise timelines which demonstrate how long it will be possible for [the company] to carry out its essential operations without critical personnel, supplies and/or equipment.

· Encourage employees to update their annual influenza vaccinations where appropriate.
· Identify those employees who should receive vaccines and antiviral medications as a priority according to the essential functions, services and operations that have been identified.

· Make sure that there are sufficient supplies of infection control materials (such as alcohol-based wipes, cleaners, hand sanitisers, gloves and masks) in readiness for a pandemic.
· Give the newly formed pandemic response team the responsibility for increasing employees’ awareness of the company’s infection control materials, especially the provision of hand hygiene products.
· Consult with our legal services function in relation to this contingency plan, particularly focussing on questions surrounding the quarantining of employees who may have been in contact with the virus and whether they should be kept away from work.
Responding to a Pandemic
1. Contact Interventions - Working practices and social distancing
i. 
[Remote Handling\Delivery Facilities] will/may be introduced to minimise contact between employees and [suppliers/deliverers]. For example, by requiring deliveries or supplies to be left outside buildings for pick up or installing a drop-off window for the receipt of post.
ii. Employees who have returned to work after recovering from the relevant influenza virus (and have therefore developed immunity to the disease) might be considered for essential, high risk job roles.
iii. “Ghost” shift changes will/may be used, so that employees completing one shift do not come into contact with those workers arriving for the next shift.

iv. Workers’ families will be involved in pandemic response strategies and targeted communications and advice will be directed at workers and their families.

v. Each member of the workforce will be assessed according to:

· The number of school-age children in families (the most vulnerable sub-group of the population)
· Reliance on a single income

· Reliance on public transport

Following this evaluation, each [unit/department] will, wherever possible, establish flexible working policies. These will, for example, allow staff and managers to agree home working, different shift patterns and/or relocation to a site closer to the employee’s home where appropriate.

vi. Workers will be required to work at least one metre away from colleagues. This is known as a social distancing strategy. Managers will be required to reconfigure working layouts in order for this requirement to be undertaken.  

vii. [The company] will establish an auxiliary workforce (such as contractors, part-time workers, recently retired) who will take on essential roles if these are jeopardised by sickness amongst core workers.
viii. Those deemed as essential core workers who are totally reliant on public transport will be offered dedicated transport to and from work.

ix. Employees are also strongly advised to:

· Avoid face-to-face meetings and to use teleconferencing, the internet and videoconferencing instead, where possible;

· Meet only in a large room where a minimum distance of one metre between participants can be maintained;

· Avoid congregating at break times, including work-provided [kitchens/cafeterias/restaurants/break rooms];

· Avoid crowded places and heavily populated gatherings (such as concerts and/or sporting events);

· Avoid travelling at busy, peak periods on public transport.

2. Transmission Interventions: Infection Control
During the pandemic, [the company] will attempt to reduce the overall and specific risks to staff members. In order to achieve this goal, the following infection control actions (e.g. reducing unnecessary contact such as hand shaking and increasing the level of guidance on hand washing) will be taken.
i. Basic health protection advice will be issued to all staff members, including detailed guidance on:

· Staying at home when sick

· Avoiding close contact

· Cleaning hands thoroughly

· Avoiding touching eyes, nose and mouth

· Covering mouth and nose when sneezing and coughing

ii.
In order to ensure that the influenza virus cannot spread via contaminated objects and surfaces (including handles, railings, desks and counters), surfaces touched by hands will be cleaned at least daily using either soap and water or disinfectant.
iii. Any staff members who display flu-like symptoms will be required to stay at home until the symptoms disappear and will only be allowed into the workplace in extreme circumstances. That is, to perform operations that cannot be performed by any other member of staff.

iv. The onset of flu can happen over a very short period, thus staff may quickly develop symptoms at work. Any employee who develops symptoms at work will be accommodated into a designated isolation room while arrangements are made to take them home. Any employee who later enters or leaves this room must follow set procedures and precautions.
v. Staff members with a high risk of developing flu-related complications (such as pregnant workers, those with underlying health issues and/or those with compromised immune systems) will be re-assigned temporarily from high risk [work sites/locations/job roles] in the event of a pandemic.

vi. Stockpiles of personal protective equipment (i.e. gloves and masks) will be held and used during a pandemic, with appropriate training and fitting where deemed appropriate.
3. Health Surveillance

The company will undertake various health surveillance strategies, protocols and processes to monitor the health status of our employees, family members, suppliers and contractors.

A health surveillance questionnaire has been established which covers the symptoms of influenza and will be used to assess the fitness for work of staff who suspect that they may have contracted the virus and for those who have had a period of sickness absence as a result of the flu virus.

This health surveillance questionnaire must be completed by all staff members who are returning from overseas travel to affected areas.
4. Communications

[The company] will distribute an information pack to employees that:

· Provides information to employees and their families on the symptoms of influenza and how it can be transmitted;

· Informs employees of personal protection and response strategies (e.g. protective equipment, sneezing and coughing etiquette and hand washing procedure);

· Details how to contain the disease through the use of social distancing and home working

· Emphasizes the message that employees must not come to work if they are not well;

· Updates employees on the implementation of this plan and the spread of the virus;

· Details how this company will liaise and communicate with local businesses, local government, communities and the NHS. 

5. Business and Personal Travel 

i. Only essential business will be permitted during a pandemic and procedures for approving travel will be tightened. Approval for travel must be obtained from [name].

ii. Expatriate staff based in affected [areas/locations] will be evacuated and offered health guidance on their return.

iii. Employees who visit affected areas for non-business reasons during the pandemic may be required to stay away from work for a period of quarantine. This leave will be unpaid.

iv. Staff who are required to visit affected areas during the pandemic on business will receive appropriate health advice and personal protective equipment (such as hand sanitiser, alcohol based wipes and masks). 

v. Employees who must visit affected areas on business will have the right to refuse travel to these areas.
vi. The company’s pandemic response team will monitor all employees’ travel plans and employees’ locations during periods of travel will be monitored in the event of a pandemic.

Recovering from a pandemic

Recovery interventions in the case of a flu pandemic must take into account the likely possibility of follow-on waves. This may place the company in a critical response phase for up to 12 months. Thus, all recovery actions will need to be balanced against actions to prepare the company for the next wave of the pandemic (eg hitting a different [geographic area/location). 

The company’s crisis response team will assess all physical, economic and social impacts of the pandemic and any recovery actions will be adjusted accordingly.
The company will continue to liaise with external stakeholders during the recovery phase (such as family members and suppliers) and regular updates on recovery interventions and preparations for another wave of the pandemic will be communicated.

Employees will continue to gain assistance to access government and employer provided support services. These will include help and advice with personal, financial and psychological issues.
Testing and Reviewing this Contingency Plan

This plan and the processes that are described herein will be reviewed regularly by management in order to ensure that the company is fully prepared to respond to and recover from a severe flu pandemic. 
During a pandemic, the crisis response team will implement actions as appropriate according to the World Health Organisation pandemic phase and other trigger points used by government and other official agencies. 

The pandemic response team will continually monitor and assess actions as they are implemented to ensure that the plan is being followed correctly and that the plan is on target.
During the pandemic, this plan will be adjusted as necessary to ensure that [the company’s] response is flexible, efficient and effective. The plan will be adjusted every 90 days during the early stages of a pandemic, and more frequently thereafter.
