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Action Date Delegated to

Appoint a pandemic coordinator and set up a pandemic team

Review your existing emergency preparedness plans in light of the
threat of pandemic influenza

Initiate a process to develop a business wide pandemic influenza
preparedness plan

Have each manager do an impact assessment and identify planning
issues using sections of these checklists specific to their areas

Engage labour representatives in the pandemic preparedness planning
process

Ensure back-up for all key positions, including pandemic coordinator
and involve them in the planning process

Focus planning on addressing those areas most at risk

Identify reliable sources of pandemic information and develop a
process for monitoring the status of the disease -
http://www.pandemicinfluenza.qc.ca

Identify official public health spokesperson in your community
Provincial: www.influenza.gc.ca/pt_e.html;
Regional: http://www.chrgonline.com/LinkRegAuthorities.asp

Develop a process for monitoring the status of your business, prior
to, during and after a pandemic

Develop a process for monitoring the status of your employees, prior
to, during and after a pandemic
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Set up procedures for activating and terminating the company’s
response plan, altering business operations (eg shutting down
operations in affected areas) and transferring business knowledge to

Identify who will be in charge and make decisions concerning services
during a pandemic

Determine the mechanisms for regular reporting to executive
management throughout the pre-pandemic, pandemic and post-
pandemic periods

Consider concept of sequestering (isolating) essential staff based on
business needs

Develop a strategy to communicate critical elements of your pandemic
influenza preparedness plan to employees, labour organizations,
suppliers and customers

Test and revise pandemic influenza preparedness plan against potential
pandemic scenarios

Communicate with other businesses, industry associations, Chambers
of Commerce etc. to share planning strategies and resources
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Finance

Action Date

for Infectious Diseases

Delegated to

Develop a plan to meet payroll and other financial obligations

Ensure back-up signing authorities

Ensure that you are aware of the pandemic plans of any external
financial service providers to your business

Set aside a contingency fund to help the business over a period of
low income

Determine potential financial impact of a pandemic using scenarios
that affect different product lines and/or production sites

Consider pandemic specific expenses in budget
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Legal

Action Date

for Infectious Diseases

Delegated to

Be aware of potential for changes in public health, and labour
legislation/policies (including WCB and Employment Insurance) specific
to pandemic influenza

Review all contractual obligations considering impact of reduced
availability of materials/resources

Consider including pandemic implications in all new contracts

Review health insurance plan’s applicability for pandemic influenza
(ie, pharmaceutical coverage, extended health benefits, ambulance,
death benefits)

Examine insurance policies, e.g. consider coverage for business
cessation/loss of income, liability if employees become il

Amend employee/labour union contracts as necessary
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Security

Action Date Delegated to

Ensure arrangements to secure your premises for short and long
term periods of vacancy

Know who else uses your security provider and what priority you will
receive

Plan for security of employees, e.g. those working in alternative
locations, alone, or sequestered

Plan for security of supplies and products

Consider additional security depending on the essential
services/products your business provides

Consider need to control public traffic to minimize risk
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Have a named contact within police and emergency services
organizations and provide them with a named contact and alternate
within your organization
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Information Technology

Action Date Delegated to

Involve in-house or contract IT professionals in review of the following:

Evaluate telecommuting and IT infrastructure, e.g. systems
required/available for effective telecommuting

Establish or expand policies and tools that enable employees to work
from home with appropriate security and network access to applications

Consider IT solutions to replace business travel, e.g. videoconferencing

Enhance communications and information technology infrastructures
as needed to support employee telecommuting and remote customer
access

Back up essential business information and plan for secure off-site
storage

Test alternative systems under full load

Review IT specific disaster recovery plans
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Tell employees about pandemic influenza and steps the organization
is taking to prepare for it

Ensure a healthy work environment with adequate air circulation,
waste bins, etc.

Establish polices and protocols to prevent influenza spread in the
workplace
e Policies: prompt exclusion of people with influenza
symptoms, etc.
¢ Protocols: facility cleaning, personal hygiene (hand washing,
coughing & sneezing etiquette, etc.), limited face-to-face
contact during a pandemic, etc.

Provide information to employees about care of themselves and
family members if ill

Ensure provision of resources to support infection control in the
workplace e.g. tissues, alcohol-based sanitizers, (posters, fact
sheets), etc.

Develop procedures for monitoring and managing employee
health/illness/death at the work site

Obtain up-to-date information from local health officials about the
effectiveness and availability of masks and antiviral agents. Determine
the need within your workplace for stockpiling these items

Encourage and/or facilitate routine annual influenza vaccinations and
advise at risk employees to talk with physicians re: pneumonia vaccine
(seasonal flu and pneumonia vaccines will not address pandemic
influenza virus specifically, but will strengthen immunity, provide
protection from acquiring flu/pneumonia at the same time as pandemic
influenza)
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