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Purpose

Businesses must anticipate new threats to the health and safety of employees and their families, customers, community services, and overall business continuity as a result of a potential influenza pandemic. Businesses directly supporting critical infrastructure sectors such as power generation and distribution, water and food distribution, and communications have additional responsibilities.   This document has been prepared to help identify major emergency preparedness and business continuity planning considerations for management teams, in order to facilitate development of specific policies and plans for a potential influenza pandemic.  
Introduction
Insights from the U.S. Department of Health and Human Services

According to the U.S. Department of Health and Human Services, many scientists believe it is only a matter of time until the next influenza pandemic occurs. However, the timing and severity of the next pandemic cannot be predicted. Influenza pandemics occurred three times in the past century — in 1918-19, 1957-58, and 1968-69.  Although scientists cannot predict the specific consequences of an influenza pandemic, it is likely that many age groups would be seriously affected. Those at greatest risk of hospitalization and death during the last two pandemics in 1957 and 1968 and during seasonal influenza outbreaks include infants, the elderly, and those with underlying health conditions. However, in the 1918 pandemic, most deaths occurred in young adults. Few, if any, people would have immunity to a virus that causes a new pandemic. 
Most cases of H5N1 avian influenza infection in humans have resulted from direct or close contact with infected poultry (e.g., domesticated chicken, ducks, and turkeys) or surfaces possibly contaminated from feces of infected birds.  For an influenza pandemic to occur, an influenza virus must mutate or change to be able to be passed easily from person to person. Today, there have been no reported cases of sustained human-to-human transmission of avian flu.
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Three conditions must be met for a pandemic to start: 1) a new influenza virus subtype must emerge for which there is little or no human immunity; 2) it must infect humans and cause illness; and 3) it must spread easily and sustainably (continue without interruption) among humans.

The H5N1 virus currently found in Asia, Europe, and Africa meets the first two conditions: it is a new virus for humans (H5N1 viruses have never circulated widely among people), and it has infected a growing number of people, killing over half of those known to have been infected. However, the third condition, the establishment of efficient and sustained human-to-human transmission of the virus, has not occurred. For this to take place, the H5N1 virus would need to improve its transmissibility among humans.

Key Definitions (from PandemicFlu.gov)
Seasonal (or common) flu is a respiratory illness that can be transmitted person to person. Most people have some immunity, and a vaccine is available.

Avian (or bird) flu is caused by influenza viruses that occur naturally among wild birds. The H5N1 variant is deadly to domestic fowl and can be transmitted from birds to humans. There is no human immunity and no vaccine is available. 

Pandemic flu is virulent human flu that causes a global outbreak, or pandemic, of serious illness. Because there is little natural immunity, the disease can spread easily from person to person. Currently, there is no pandemic flu.

World Health Organization (WHO) Pandemic Alert Phases

WHO uses a series of six phases of pandemic alert as a system for informing the world of the seriousness of the threat and of the need to launch progressively more intense preparedness activities.  The designation of phases, including decisions on when to move from one phase to another, is made by the Director-General of WHO.  Each phase of alert coincides with a series of recommended activities to be undertaken by WHO, the international community, governments, and industry. Changes from one phase to another are triggered by several factors, which include the epidemiological behavior of the disease and the characteristics of circulating viruses.

As of July 2007, the world is presently in Phase 3: a new influenza virus subtype is causing disease in humans, but is not yet spreading efficiently and sustainably among humans.  (See Current WHO Phase of Pandemic Alert) 
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The emergency preparedness and business continuity planning considerations contained in this document are cross-referenced to the WHO’s Pandemic Alert Phases.  This cross-reference is provided as a general guide and the exact sequence and timing of planning considerations may vary by company and local conditions. 
Initial Steps and Planning Consideration Categories
As a necessary initial step prior to development of specific plans, it is strongly recommended that company senior management review, discuss and confirm its policies and positions with respect to the planning considerations noted. Clarification of corporate/business unit policies can then drive consistent actions throughout the organization.
Planning considerations are divided into the following major categories:

A. Organization

B. Communications

C. Infection Prevention & Control 

D. Human Resources and Medical Policies
E. Business Continuity

F. Drills and Exercises 
Appropriate Use and Limitations of the Planning Considerations

Planning considerations contained in this document are largely based on currently available threat information and recommendations by the World Health Organization (WHO), the United States Department of Health & Human Services (HHS), Centers for Disease Control and Prevention (CDC), and practical, professional insights on effective emergency and contingency planning.  It is critical to note that while efforts have been made to identify major planning considerations, other considerations may exist or develop based on new influenza pandemic threat information, evolving world events and/or the complexity and inter-relationships of specific businesses, supply chains, workforces and working environments.   Therefore, planning considerations presented are not intended or implied to be all inclusive or sufficient to address every emergency preparedness and business continuity scenario related to a potential influenza pandemic. Rather, the planning considerations are a tool and foundation to facilitate internal dialogue, preparation and planning. Emergency preparedness and business continuity, by their nature, require on-going vigilance and assessment. Therefore, company-specific planning considerations, assumptions, and plans must be routinely reviewed and tested by each company to help ensure effectiveness.  

	References

	http://www.who.int/csr/disease/avian_influenza/en/ — World Health Organization webpage on Influenza. 
http://pandemicflu.gov —One-stop access to U.S. Government avian and pandemic flu information, managed by the Department of Health and Human Services. 

http://www.cdc.gov/flu/avian/index.htm — Centers for Disease Control and Prevention Avian Flu page 

http://www.pandemicflu.gov/plan/pdf/businesschecklist.pdf — Business Influenza Planning Checklist. 
http://www.pandemicflu.gov/plan/workplaceplanning/businessesoverseaspdf.pdf  - CDC Pandemic Preparedness Planning for U.S. Businesses with Overseas Operations.




Instructions: Review planning considerations, suggested timing/phase, and description/comments. Assign responsibilities and indicate the status of each item.  Confirm company positions/plans that address or will address the planning considerations in the spaces provided.  

	A. Organization

	
	Planning Considerations
	Timing/Phase
	Description/Comments
	Responsibility
	Status

	1.

	Appoint an enterprise-wide Pandemic Flu Coordinator and Pandemic Flu Team. 
	Pandemic Alert Phase 3
	The Pandemic Flu Coordinator orchestrates the enterprise-wide pandemic flu plan, including emergency and business contingency planning, employee education, prevention and response measures, and internal/external communications. Should be appointed by senior leadership and assisted by a cross-functional, decision-making team consisting of human resources, medical, operations and supply chain, communications, and health, safety, environment and security.  One or two alternates for the Pandemic Flu Coordinator should also be identified.
	
	

	Position/Planning:

	Pandemic Flu Coordinator: 

Pandemic Flu Coordinator Alternate(s):

Pandemic Flu Team Members: 

Notes: 



	A. Organization

	
	Planning Considerations
	Timing/Phase
	Description/Comments
	Responsibility
	Status

	2.

	Appoint a Site Pandemic Flu Coordinator and Site Pandemic Flu Team.
	Pandemic Alert Phase 3
	A Site Pandemic Flu Coordinator is responsible for roll out of local pandemic flu plan, including emergency and business contingency plans, employee education, prevention and response measures, and coordination with corporate and local health authorities. This person should be appointed by senior management and assisted by a cross-functional team.  Employee representation on the team is also recommended.  The Site Pandemic Flu Coordinator must have sufficient authority to drive the total planning effort and to direct local response efforts during a pandemic event. The Site Pandemic Flu Team should be cross-functional in order that major functions are represented in the planning effort and include employees or their representatives.  One or two alternates for the Site Pandemic Flu Coordinator should also be identified.
	
	

	Position/Planning:

	Site Pandemic Flu Coordinator: 

Site Pandemic Flu Coordinator Alternate(s):
Site Pandemic Flu Team Members: 
Notes:



	B. Communications 

	
	Planning Considerations
	Timing/Phase
	Description/Comments
	Responsibility
	Status

	1. 
	Develop/update the site emergency communications plan.
	Pandemic Alert Phases 3, + All Phases
	Develop/update a list of internal and external key contacts with phone numbers plus back-up contacts with phone numbers.  Contacts should include the Pandemic Flu Coordinator, Site Manager, Site Human Resources Manager, Site Physician and Nurse, Site EHS Director, Site Senior Management, Public Health Authorities, key customers and suppliers, and others as required.  Define the call chain for various foreseeable situations, such as handling pandemic flu and plan inquiries; reporting actual or suspected flu cases; reporting  symptoms and/or absenteeism potentially related to pandemic flu; communicating actual and suspected illnesses and operational threats; communicating with customers and suppliers regarding pandemic flu status, etc.  Verify up-to-date contact information for all employees. 
	
	

	Position/Planning:

	


	B. Communications

	
	Planning Considerations
	Timing/Phase
	Description/Comments
	Responsibility
	Status

	2.
	Contact and collaborate with local Public Health Officials. 
	Pandemic Alert Phases 3, + All Phases
	Advise Public Health Officials of company pandemic flu plans. Contact State and Local Health Department officials, obtain preparedness plans, understand response capacities and general preparedness of the community’s stakeholders, i.e. businesses, schools, health care providers, etc.     Determine where the business can provide resources or help to the local community. 
	
	

	Position/Planning:

	

	3.
	Maintain up-to-date, reliable pandemic information from the World Health Organization, Local Health Officials, emergency service providers, and others as appropriate. 
	Pandemic Alert Phases 3, + All Phases
	The Site Pandemic Flu Team must keep up-to-date and, as appropriate, act on pandemic flu information and new threat information. 
	
	

	Position/Planning:

	(Consider a common company web site with external links to communicate real-time pandemic flu information)



	B. Communications 

	
	Planning Considerations
	Timing/Phase
	Description/Comments
	Responsibility
	Status

	4.
	Provide management, employees, and labor representatives, with the most up-to-date prevention information available.
	Pandemic Alert Phases 3, + All Phases
	Pertinent information should be routinely communicated and may include mechanism(s), of infection and transmission, incubation period, symptoms, and contagious period.  Provide employees with information on personal and family preparedness. Communicate procedures/measures to employees, supervisors, and managers for infection prevention and control.  Identify alternate forms of communication to reach employees, such as email, phone chains, radio, TV and web site communications and/or company hot lines.  Communicate precautions for travelers to affected regions. 
	
	

	
	
	
	CDC Planning Checklist for Individuals and Families



OSHA Guidance on Preparing Workplaces for an Influenza Pandemic



CDC Advice for Travelers
	
	

	Position/Planning:

	


	C. Infection Prevention and Control

	
	Planning Considerations
	Timing
/ Phase
	Description/Comments
	Responsibility
	Status

	1.
	Minimize human-to-human transmission/infection potential by altering work methods.
	Plan in Pandemic Alert 3,  Implement in Phases 4-6
	Implement telecommuting where practical (especially among office staffs), reinforce supporting IT systems, stagger work shifts, reduce mass gatherings and meetings (eliminate or reduce town hall meetings, group meetings, face-to-face meetings, increase use of video and teleconferencing), etc.  
	
	

	Position/Planning:

	Telecommuting:

Staggered Work Shifts:
Reduction in Mass Gatherings/Meetings:



	C. Infection Prevention and Control

	2.
	Minimize human-to-human transmission/infection potential through promotion of hygiene and social distancing practices.
	Plan in Pandemic Alert 3,  Implement in Phases 4-6
	Train employees and implement practices for coughing and sneezing etiquette, handwashing,  avoidance of handshaking, and other “social distancing” measures such as avoidance of close seating arrangements, elimination of shared workstations, cancelling open houses, visitor restrictions.  Consider placing non-critical staff on temporary leave, etc. 
	
	

	
	
	
	CDC Stopping the Spread of Germs at Work 


OSHA: Pandemic Influenza Preparedness and Response Guidance for Healthcare Workers and Healthcare Employers
	
	

	Position/Planning:

	Coughing and Sneezing Etiquette:

Hand Washing Practices:
Handshaking Practices:
Other Social Distancing Practices: 



	C. Infection Prevention and Control

	
	Planning Considerations
	Timing/Phase
	Description/Comments
	Responsibility
	Status

	3.
	Minimize human-to-human transmission/infection through travel restrictions. 
	Plan in Pandemic Alert 3,  Implement in Phases 4-6
	Implement policy and practice to restrict travel to affected geographic regions.  Consider policy and practice to prohibit travel unless business critical and specifically approved by executive management.
	
	

	
	
	
	CDC Information for Travelers to Affected Areas 

CDC Questions and Answers about Avian Influenza for Travelers
WHO Situation Updates
Confirmed Human Cases
	
	

	Position/Planning:

	


	C. Infection Prevention and Control

	
	Planning Considerations
	Timing/Phase
	Description/Comments
	Responsibility
	Status

	4.
	Minimize human-to-human transmission/infection through monitoring, self-quarantine and/or sequestering practices. 
	Plan in Pandemic Alert 3,  Implement in Phases 4-6
	Employees: Establish employee health monitoring following travel to affected regions, or if in contact with others from affected regions or with symptoms.  Implement a policy for employees who are suspected of being ill or who become ill at the worksite with symptoms consistent with pandemic flu to take immediate mandatory sick leave. Establish criteria and procedures for returning to work. Consider the need for more extreme measures such as voluntary sequestering of on-site essential staff or relocation of operations during Pandemic Phase 5 and 6.  Plan emergency water, food and emergency equipment supplies to support staff quarantine and/or sequestering.
Visitors: Establish procedures for screening/restricting site visitors for recent travel to affected areas, exposures and symptoms.  
	
	

	Position/Planning:

	


	C. Infection Prevention and Control

	
	Planning Considerations
	Timing/Phase
	Description/Comments
	Responsibility
	Status

	5.
	Minimize human-to-human transmission/infection by providing and using infection control supplies and personal protective equipment as appropriate.  
	Plan in Pandemic Alert 3,  Implement in Phases 4-6
	Provide and promote handwashing facilities, ethanol-based hand sanitizer stations, tissues, ethanol-based disinfection wipes, waste receptacles, etc.  Develop policy and practices for providing disposable respirators and other personal protective equipment (protective gloves, gowns, etc.), especially for those who are at risk of being in immediate and direct contact with ill or contagious persons. 
	
	

	Position/Planning:

	

	6.
	Minimize human-to-human transmission/infection through cleaning and disinfection practices.
	Plan in Pandemic Alert 3,  Implement in Phases 4-6
	Review practices and schedules for cleaning and disinfection of high contact surfaces such as countertops, doorknobs, workstations, restrooms, cafeterias, break areas, meeting rooms, exercise rooms and other commons areas.
	
	

	Position/Planning:

	


	D. Human Resources & Medical Policies  

	
	Planning Considerations
	Timing/Phase
	Description/Comments
	Responsibility
	Status

	1.
	Review medical consultation services.
	Plan in Pandemic Alert Phase 3,  Implement in Phases 4-6
	Review and consider current policies and practices for providing medical consultation and/or referral services for pandemic flu-related illnesses or symptoms. 
	
	

	Position/Planning:

	

	2.
	Review mental health and social services. 
	Plan in Pandemic Alert Phase 3,  Implement in Phases 4-6
	Review and consider modifications to employee and family assistance policies and programs to cover pandemic flu-related mental health and social service needs. 
	
	

	Position/Planning:

	


	D. Human Resources & Medical Policies  

	
	Planning Considerations
	Timing/Phase
	Description/Comments
	Responsibility
	Status

	3.
	Review absenteeism, medical leave and return-to-work policies.
	Plan in Pandemic Alert Phase 3,  Implement in Phases 4-6
	Review and consider modifications of absenteeism, medical leave and return to work policies and practices for ill employees, symptomatic employees, and those caring for incapacitated family members or those electing not to report to work for other personal reasons.   
	
	

	Position/Planning:

	

	4. 
	Review seasonal influenza vaccination policies and practices.
	Implement prior to flu season.
	Review and consider modifications of policies and practices for providing access, encouraging and tracking seasonal influenza vaccinations among employees.
	
	

	Position/Planning:

	


	D. Human Resources & Medical Policies  

	
	Planning Considerations
	Timing/Phase
	Description/Comments
	Responsibility
	Status

	5. 
	Develop a policy concerning provision of antivirals and pandemic flu vaccines. 
	Plan in Pandemic Alert Phase 3,  Implement in Phases 4-6
	Develop a company policy regarding provision of Tamiflu® or other antivirals, consistent with guidance from Public Health and company medical recommendations.  (Note:  The CDC indicates at this time persons traveling to countries with avian influenza cases in birds, poultry, or humans do not need to take Tamiflu® prophylactically.)  Vaccines for pandemic flu are not currently available and may be in very short supply once developed. Public health authorities will most likely control vaccine distribution when available.
	
	

	Position/Planning:

	


	D. Human Resources & Medical Policies  

	
	Planning Considerations
	Timing/Phase
	Description/Comments
	Responsibility
	Status

	6.
	Coordinate with insurers, health plans and local health care facilities. 
	All Phases
	Share pandemic flu plans and understand insurer, health plan and local health care facility capabilities and potential areas for collaboration. 
	
	

	Position/Planning:

	

	7.
	Review policy for emergency evacuation or local medical treatment of ill or suspected ill expatriates and travelers.
	Plan in Pandemic Alert Phase 3,  Implement in Phases 4-6
	Consider and review policies and practices with respect to evacuation of ill expatriates and/or travelers to home or “safe” neighboring regions.   Consider and review policies and practices for local treatment options in event of evacuation restrictions.  Consider and review policies for precautionary evacuation of expatriates and travelers from affected regions. (IIl employees would not be able to use commercial carriers).
	
	

	
	
	
	CDC Interim Guidance for U.S. Citizens Living Abroad 
	
	

	Position/Planning:

	

	D. Human Resources & Medical Policies  

	
	Planning Considerations
	Timing/Phase
	Description/Comments
	Responsibility
	Status

	8.
	Review policy for contingency security services. 
	Plan in Pandemic Alert Phase 3,  Implement in Phases 4-6
	Consider implications of potentially reduced public law enforcement during a pandemic, and internal policies and practices necessary to maintain site surveillance and security. 
	
	

	Position/Planning:

	


	E. Business Continuity

	
	Planning Considerations
	Timing/Phase
	Description/Comments
	Responsibility
	Status

	1.
	Identify essential jobs/personnel for each function.
	Pandemic Alert Phase 3
	In an influenza pandemic, absenteeism rates may exceed 10 to 20% at any one time, and 35 to 40% on a cumulative basis.  Essential jobs/personnel are defined here as jobs/personnel that must be in place in order to (1) keep the enterprise/site in operation and (2) protect employee health and safety.  At a site level, example essential jobs/ personnel may include: control room operators, power plant operators, selected first line supervision, maintenance technicians, nurse, facility cleaning and disinfection/janitorial services, procurement, distribution, essential field services, etc.  
	
	

	Position/Planning: 

	


	E. Business Continuity

	
	Planning Considerations
	Timing/Phase
	Description/Comments
	Responsibility
	Status

	2.
	Identify contingency plans for essential jobs. 
	Pandemic Alert Phase 3
	For each identified essential job/person, identify a contingency or back-up plan. Plans may generally consist of shifting responsibilities to contingency workers or shifting work to other locations.  Example contingency workers may include cross-trained employees, retirees, former employees, and/or contractors.  Contingency plans should anticipate that healthy essential personnel may still be absent from work, due to transportation problems, or because they have elected to stay at home to care for their families (e.g. children at home due to school closings, ill family members, etc.) or due to other reasons such as quarantines, public transportation closures, etc. 
	
	

	Position/Planning:

	

	E. Business Continuity

	
	Planning Considerations
	Timing/Phase
	Description/Comments
	Responsibility
	Status

	3.
	Identify essential raw materials, suppliers, transportation and contractors.
	Pandemic Alert Phase 3
	Disruption in raw material flow, key suppliers, transportation routes and services and contractors should be expected during a pandemic flu outbreak. Enterprise/Sites need to brainstorm and identify key vulnerabilities in these areas. For example, where are we single sourced? Where are we single sourced with a supplier who is located in or dependent on a country that may be most susceptible to an influenza pandemic such as countries that have had  confirmed avian flu cases? Request and review what contingency plans have been put in place by key suppliers, transportation services and contractors.
	
	

	Position/Planning:

	


	E. Business Continuity

	
	Planning Considerations
	Timing/Phase
	Description/Comments
	Responsibility
	Status

	4.
	Identify contingency plans in response to disruptions to essential raw materials, suppliers, transportation, and contractors.
	Pandemic Alert Phase 3
	Contingencies may include stockpiling raw materials, identifying backup suppliers, identifying alternate transportation routes and services, identifying back-up contractors and services, and other methods.  Examine contingencies and options for key vulnerabilities. What alternate suppliers and services can be secured, if any? What can be done now to minimize the potential impact of a shortage? Can another site supply capacity? 
	
	

	Position/Planning:

	

	E. Business Continuity

	
	Planning Considerations
	Timing/Phase
	Description/Comments
	Responsibility
	Status

	5.
	Identify contingency plans for disruptions to telephone, internet and IT services.


	Pandemic Alert Phase 3
	Internal and external telephone, internet, and IT services may be disrupted during a pandemic flu outbreak. Enterprise/Sites should identify vulnerabilities and identify redundancies or alternate communications methods. What critical processes and activities are most vulnerable and what contingencies are available for them?
	
	

	Position/Planning:

	

	6.
	Set criteria for operation reduction or shutdown.  Set criteria for resuming normal operations.
	Plan in Pandemic Alert Phase 3
	Identify broad criteria for reducing or shutting down operations in specific regions or sites in response to reaching a critical absenteeism level, Pandemic Phase level, or other trigger(s). 
	
	

	Position/Planning:

	


	E. Business Continuity

	
	Planning Considerations
	Timing/Phase
	Description/Comments
	Responsibility
	Status

	7.
	Assess the impact of a pandemic flu outbreak on business financials and develop contingencies.

	Pandemic Alert Phases 3, + All Phases
	Identify potential financial impacts based on various pandemic flu events; for example, interrupted operations due to loss of key suppliers, port and border closures, plant absenteeism, etc. 
	
	

	Position/Planning:

	


	F. Drills and Exercises

	
	Planning Considerations
	Timing/Phase
	Description/Comments
	Responsibility
	Status

	1.
	Organize emergency preparedness drills and make adjustments to plans based on learnings. 
	Upon Plan Completion and

Routinely Thereafter
	Following plan development, periodically test and verify preparedness plans with tabletop or actual exercises.  Evaluate employee protection measures, communications, and business continuity issues.
	
	

	Position/Planning: 
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