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[bookmark: I._INTRODUCTION]Introduction

[bookmark: _Hlk38961356](Company Name) will take proactive steps to protect the workplace in the event of an infectious disease outbreak.  It is the goal of the Company during any such time period to strive to operate effectively and ensure that all essential services are continuously provided and that employees are safe within the workplace.  

(Company Name) is committed to providing authoritative information about the nature and spread of infectious diseases, including symptoms and signs to watch for, as well as required steps to be taken in the event of an illness or outbreak. 

Purpose

This Infectious Disease Response Plan stresses that essential functions can be maintained during an infectious disease outbreak through mitigation strategies, such as social distancing, increased hygiene, and similar approaches.  This plan will be implemented as needed to support the continued performance of essential functions.

Infectious Disease Management Strategy Overview

There are five main objectives to the strategy to manage the impact of a pandemic on employees and operations. They are:

· Ensuring all employees are properly informed and well prepared for a pandemic.
· Avoidance of the disease by reducing the spread among employees within business premises and locations (community containment protocols)
· Implementation of effective mitigation steps (example-hand washing, masks, etc.) to reduce the risk of contaminating staff as well as the primary and alternate work site facilities.
· Maintenance of critical business functions, processes and systems.
· Recovery of the business following pandemic period stand down.

Pandemic Phases

The World Health Organizations (WHO) developed an alert system to help inform the world about the seriousness of a pandemic. The alert system has six phases, with Phase 1 having the lowest risk of human cases and Phase 6 posing the greatest risk of pandemic.  The phases are applicable globally and provide a framework to aid countries in pandemic preparedness and response planning.  
	WHO Phase
	Description of Phase

	Phase 1
	No new virus subtypes have been detected in humans. A virus subtype that has caused human infection may be present in animals. If present in animals, the risk of human infection or disease is low.

	Phase 2
	No new virus subtypes have been detected in humans. However, a circulating animal virus subtype poses a substantial risk of human disease.

	Phase 3
	Human infection(s) with a new subtype but no human-to-human spread, or at most rare instances of spread to a close contact.

	Phase 4
	Small cluster(s) with limited human-to-human transmission but spread is highly localized, suggesting that the virus is not well adapted to humans.

	Phase 5
	Larger cluster(s) but human-to-human spread still localized, suggesting that the virus is becoming increasingly better adapted to humans but may not yet be fully transmissible (substantial pandemic risk).

	Phase 6
	Pandemic: increased and sustained transmission in general population.


The Company’s infectious disease response strategy phased approach is in alignment with the WHO pandemic stages methodology.  This four-phase strategy forms the basis of the Infectious Disease Response Plan for (Company Name).
	Phase
	WHO Phase
	Strategies

	WHITE
Inter- Pandemic
	
1 & 2
	Preparation Phase. Activities performed before a pandemic to plan, raise awareness, and communicate responsibilities to key employees and develop preparedness across the Company.

	YELLOW
Pandemic Alert

Stand-by and Containment
	

3, 4, & 5
	Maintenance Phase. Activities to ensure preparedness and monitoring of information sources providing an ongoing awareness of global pandemic status to ensure an early warning. Actions to minimize the impact of an outbreak and protect the health of employees.
White and Yellow Phase activities may overlap.

	RED
Pandemic
	6
	Response Phase. Actions to ensure the continuity of critical Company functions. 

	GREEN
Stand Down
	N/A
	Return to Normal. Actions to ensure a planned and progressive return-to-normal status as the impact of the pandemic event subsides and business is normalized.




Response Plan

Although an infectious disease outbreak may not directly affect the physical infrastructure of an organization, a pandemic will ultimately threaten all operations by its impact on an organization’s human resources.  The health threat to personnel is the primary threat to maintaining essential functions and services during a pandemic outbreak. 

 (Company Name) adopts this plan to prepare for and respond to a threat of influenza or other infectious disease outbreaks that causes serious widespread illness.  The purpose of this plan is to address the following issues related to infectious disease outbreaks: 

· Promoting employee health and safety while creating a culture of infection control in the workplace that is reinforced during the annual influenza season and/or or other infectious disease outbreaks.
· Establishing contingency plans to maintain operations during times of significant and sustained employee absenteeism. 
· Where possible, establishing mechanisms to allow workers to provide services from home if necessary.

(Responsible Person) is appointed as Coordinator for the infectious disease response plan.  Members of the leadership team and each Store Manager will be assigned responsibilities to assist the Coordinator.

It is the duty of the Coordinator to: 

· Monitor issues and information related to infectious disease outbreaks to keep our plan up to date. 
· Implement this plan should it become necessary.
· Monitor Federal resources, as well as State and County Health Department resources, in order to remain current about the pandemic threat in our community.
· Communicate which pandemic phase (mentioned above) we are operating in and how to adjust our response strategy based on the current pandemic phase.
· Recommend any changes to the plan as circumstances warrant. 
· Conduct employee training. 
· Communicate with public health agencies, emergency responders and others regarding our plan, and understand their capabilities should an outbreak occur. 




Leadership team members and store managers will have the following responsibilities: 

· Identify and communicate to the Coordinator which employees, vendors, suppliers and systems are essential to maintaining operations at their locations / in their departments. 
· Develop and communicate to the Coordinator an emergency communications plan for their departments/locations, including identification of key personnel, vendors, and customers. 
· Develop and submit a plan to continue operations at their locations with the least possible number of staff. 
· Ensure that all employees in their departments are adequately informed of this plan and understand the policy and procedures associated with an infectious disease outbreak. 
· Encourage all employees to be vaccinated annually for influenza. 
· Assist the Coordinator in the implementation of this plan, if necessary, at their locations / in their departments. 

Preparation

The Coordinator will, at least annually prior to the influenza season, provide information to all employees regarding those practices that are recommended by public health officials that will reduce the spread of the infection.  The Coordinator will also develop a list of recommended infection control supplies (hand soaps, hand sanitizers, disinfectant wipes / spray, tissues, and so on) and ensure that each location has enough supply of them.  The Coordinator will also prepare and distribute posters that discuss good hygiene and tips on how to reduce the spread of germs.  The posters should be displayed in restrooms and common areas.

The Coordinator will work with managers to identify employees who may need to stay home if schools dismiss students and childcare programs close during an infectious disease outbreak.  The Coordinator will then assist managers in planning for alternative staffing or staffing schedules based on the identification of employees who may need to stay home.  Managers should encourage employees who have children in their household to make plans for alternate childcare if officials recommend dismissal of students from schools and closure of childcare programs.  Employees should be advised not to bring their children to the workplace if childcare cannot be arranged.

The Coordinator will work with managers to identify employees who might need extra assistance to stay home when they are ill because, for example, they live alone or are disabled.  Managers will also assist the coordinator in identifying employees who would be at high risk during the pandemic.

The Coordinator, leadership team, and store managers will identify critical job functions and plan for their continuity and how to temporarily suspend non-critical activities, cross-train employees to cover critical functions, and cover the most critical functions with fewer staff.

The Coordinator will maintain a list of duties and positions for which individual employees are cross-trained.  Should staffing levels drop due to an outbreak, supervisors can use this list to gain assistance where needed.

The Coordinator will maintain a list of duties that employees can perform from home, as well as any equipment (such as computers) that may be necessary to perform those duties. 

The Coordinator will provide information on social distancing methods that may be used during a pandemic to modify the frequency and type of person-to-person contact (e.g., reducing hand- shaking, limiting face-to-face meetings and limiting shared workstations, promoting tele- commuting, staggered shifts, etc.).  Managers should consider how social distancing will impact their operations.

Additional cleaning requirements will be implemented at each location.  This will include wiping surfaces (e.g. desks and tables) and objects (e.g. telephones, keyboards) with disinfectant regularly.  The cleaning requirements will also apply to our company vehicles, forklifts, machinery, and tools. 

The Coordinator shall review the Infectious Disease Control Policy (Appendix 2) and make updates as needed. 

[bookmark: II._PURPOSE][bookmark: III.___CONCEPT_OF_OPERATIONS][bookmark: IV.__CONTINUITY_PLANNING]The Coordinator shall develop a contact plan to keep employees informed of developments as they occur, including those employees who remain at home.  This could include plans to verify / update personal e-mail addresses and phone numbers and procedures for responding promptly to employees’ questions about such issues as whether to report for work and special hours of operations during an infectious disease outbreak.

Should an Infectious Disease Outbreak Occur 

Should an Infectious Disease Outbreak occur, the Coordinator will implement the following steps, as deemed necessary: 

· The Infectious Disease Control Policy shall be implemented (Appendix 2).  Supervisors will be instructed to send and keep employees’ home if they exhibit symptoms of the illness, working from home if practical. 
· Employees with job duties that can be accomplished by telecommuting may be allowed to work from home unless they are cross trained to work in place of an employee who is ill. 
· Team members will contact their key vendors to determine the impact of the outbreak on their operations and its effects on our ability to perform our daily functions, and they will communicate the results to the Coordinator. 
· The Coordinator, with the assistance of team members, will monitor staffing levels at all locations and assist supervisors in finding ways to maintain critical operations considering any staffing shortage.  
· Team members are to ensure that customers are kept informed of any changes that affect their transaction of business with us. This information is also to be included on the home page of our website.
· The Coordinator will implement the employee contact plan to ensure that all employees are kept informed of developments as they occur, including employees who remain at home. 
· Inform all employees that if they begin experiencing symptoms outside of work, have been exposed to someone that is exhibiting symptoms, or have tested positive, they should contact their supervisor by telephone or email and should not report to work. 
· Communicate to employees that if they have had a fever with cough or shortness of breath but have not been exposed to someone with an infectious disease (COVID-19, influenza, etc.) and have not tested positive for an infectious disease, they should stay home away from others until 72 hours after the fever is gone and symptoms get better.

How to Respond to a Confirmed Case of Infectious Disease

Any employee who becomes ill at work with infectious disease (COVID-19, influenza, etc.) symptoms must notify their supervisor immediately and they should be sent home.  If an employee has tested positive for an infectious disease (COVID-19, influenza, etc.), they should remain under home isolation precautions for 7 days OR until 72 hours after fever is gone and symptoms get better, whichever is longer.

If an employee is confirmed to have an infectious disease (COVID-19, influenza, etc.), please contact Human Resources immediately.  We must inform fellow employees of their possible exposure to an infectious disease (COVID-19, influenza, etc.) in the workplace but ensure that employee confidentiality is maintained as required by the Americans with Disabilities Act (ADA) and the Health Insurance Portability and Accountability Act (“HIPAA”).  When informing fellow employees of possible exposure do not identify the infected employee by name.

All workspaces must be thoroughly cleaned and disinfected.  This includes all surfaces, equipment, and other elements of the work environment (workstations, countertops, bathrooms, telephones, breakrooms, doorknobs, etc.). 

Conclusion

Maintaining essential functions and services in the event of a pandemic requires additional considerations beyond traditional continuity planning.  An infectious disease outbreak threatens the Company’s human resources by removing essential personnel from the workplace for extended periods of time.  Protecting the health and safety of employees must be the focused goal of the Company in order to enable the organization to continue to operate effectively and to perform essential functions and provide essential services during a pandemic outbreak.
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Appendix 1
[bookmark: _TOC_250007]INFECTIOUS DISEASE OUTBREAK PLANNING CHECKLIST


Infectious Disease Outbreak Planning Checklist

The table below outlines phase-linked actions to be taken during a pandemic event.  The Coordinator should use the checklist as a reminder of the actions and issues to consider when addressing a pandemic response.  The Phase designation refers to the Company and WHO Pandemic stages described in the Infectious Disease Response Plan.


	Phase
	Action Plan Checklist
	

	WHITE PHASE
	

	1.
	White
	Perform review and updates of Infectious Disease Control Policy and Infectious Disease Response Plan.
	

	2.
	White
	Prepare content for pandemic awareness and training workshops for employees as well as secure stockpiles of supplies: disinfecting spray / wipes, antibacterial hand sanitizer, etc.
	

	3.
	White
	Review and confirm essential functions and processes.
	

	4.
	White
	Assess core employees and skill requirements.  Identify vulnerabilities (i.e., Where is additional cross- training required?).
	

	5.
	White
	Identify vendors supporting critical / key functions.
	

	6.
	White
	Confirm each key vendor has a Pandemic Response Plan in place.  Review plan to ensure consistency with (Company’s Name) objectives and plans.
	

	7.
	White
	Monitor Federal, State, and County Health Department resources for pandemic status.
	




	Phase
	Action Plan Checklist
	

	YELLOW PHASE - Standby

	8.
	Yellow
	Identify which employees are available to work from home.
Establish communication strategy between all employees, customers, and vendors.
	

	9.
	Yellow
	Review HVAC system filter utilization and replace filters if needed.  
	

	YELLOW PHASE - Containment

	10.
	Yellow
	Consider implementing social distance protocols.
	

	11.
	Yellow
	Remind employees of personal hygiene tips (e.g. posters, emails, etc.) and pandemic preparedness.  Provide infectious disease outbreak	awareness and training workshops (e.g. hand washing, proper sneeze recommendations, etc.). Address employee questions and concerns.
	

	12.
	Yellow

	Issue guidance documents to employees, customers, and vendors to inform them of actions (Company’s Name) will take if an outbreak occurs. 
	

	13.
	Yellow
	Monitor Federal, State, and County Health Department resources for pandemic status.
	











	Phase
	Action Plan Checklist
	

	RED PHASE

	14.
	Red
	Enact personal hygiene and hand sanitizing recommendations for all employees at all worksites.
	

	15.
	Red
	Update the roster of employees, relevant to availability to report for work and ability to work from home. Instruct employees to immediately advise if they become unavailable.
	

	16.
	Red
	Report daily status of employee welfare and work availability to all managers.
	

	17.
	Red
	Decide whether to instruct non-critical employees to remain at home until further notice.  Advise same.
	

	18.
	Red
	Ensure infection control protocols are being applied (hand washing, coughing, masks, phone disinfectant, etc.).
	

	19.
	Red
	Maintain current daily operations schedules – regular processing, reports, etc.
	

	20.
	Red
	Monitor Federal, State, and County Health Department resources for pandemic status.
	




	Phase
	Action Plan Checklist
	

	GREEN PHASE

	21.
	Green
	Manage an organized return of Company operations to normal business status.
	

	22.
	Green
	Reassign employees temporarily working on tasks assigned during outbreak response to normal duties.
	

	23.
	Green
	Continue to provide support and assistance to all employees during return to normal business.
	

	24.
	Green
	Update employees, customers, and vendors that the Company has returned to normal business operations.
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Appendix 2
INFECTIOUS DISEASE CONTROL POLICY

Infectious Disease Control Policy

To be implemented in the event of an infectious disease outbreak

(Company Name) will take proactive steps to protect the workplace in the event of an infectious disease outbreak.  It is the goal of (Company Name) during any such time period to strive to operate effectively and ensure that all essential services are continuously provided and that employees are safe within the workplace. 
(Company Name) is committed to providing authoritative information about the nature and spread of infectious diseases, including symptoms and signs to watch for, as well as required steps to be taken in the event of an illness or outbreak. 
[bookmark: _Hlk34042669]Preventing the Spread of Infection in the Workplace
(Company Name) will ensure a clean workplace, including the regular cleaning of objects and areas that are frequently used, such as bathrooms, breakrooms, conference rooms, door handles and railings.  A committee will be designated to monitor and coordinate events around an infectious disease outbreak, as well as to create work rules that could be implemented to promote safety through infection control.
We ask all employees to cooperate in taking steps to reduce the transmission of infectious disease in the workplace. The best strategy remains the most obvious—frequent hand washing with warm, soapy water; covering your mouth whenever you sneeze or cough; and discarding used tissues in wastebaskets.  We will also install alcohol-based hand sanitizers throughout the workplace and in common areas.
Unless otherwise notified, our normal attendance and leave policies will remain in place.  Individuals who believe they may face challenges reporting to work during an infectious disease outbreak should take steps to develop any necessary contingency plans.  For example, employees might want to arrange for alternative sources of childcare should schools close.
Limiting Travel
Whenever possible, all nonessential travel should be avoided until further notice.  You should contact your supervisor or Human Resources if you have upcoming travel scheduled and are unsure if the travel is classified as essential or nonessential.
Telecommuting 
While we do not offer formal telework arrangements, if an outbreak occurs that is severe enough to warrant such arrangements, (Company Name) may consider this on a case-by-case basis for positions that are conducive to telework.
Staying Home When Ill
Many times, with the best of intentions, employees report to work even though they feel ill.  We provide paid time off that can be used to replace wages lost when unable to work due to illness.  During an infectious disease outbreak, it is critical that employees do not report to work while they are ill and/or experiencing the following symptoms: fever, cough, shortness of breath, sore throat, runny or stuffy nose, body aches, headache, chills or fatigue.  
Currently, the Centers for Disease Control and Prevention recommends that people with an infectious illness such as the flu remain at home until at least 24 hours after they are free of fever (100 degrees F or 37.8 degrees C) or signs of a fever without the use of fever-reducing medications. Employees who report to work ill will be sent home in accordance with these health guidelines. 
Requests for Medical Information and/or Documentation 
If you are out sick or show symptoms of being ill, it may become necessary to request information from you and/or your health care provider.  In general, we would request medical information to confirm your need to be absent, to show if and how an absence relates to the infection, and to know that it is appropriate for you to return to work.  As always, we expect and appreciate your cooperation when medical information is sought. 
Confidentiality of Medical Information 
Our policy is to treat any medical information as a confidential medical record.  In furtherance of this policy, any disclosure of medical information is in limited circumstances with supervisors, managers, first aid and safety personnel, and government officials as required by law.
Social Distancing Guidelines for Workplace Infectious Disease Outbreaks
In the event of a severe infectious disease outbreak, (Company Name) may implement these social distancing guidelines to minimize the spread of the disease among the staff.  **These guidelines will only be implemented if necessary, based on the severity of the outbreak.  Specific instructions and information on social distancing guidelines will be distributed if the decision is made to implement.
· If possible, avoid meeting people face-to-face.  Whenever possible, employees are encouraged to use the telephone, online conferencing or e-mail to conduct business as much as possible. 

· If a face-to-face meeting is unavoidable, minimize the meeting time, choose a large meeting room and sit at least one yard from each other if possible; avoid person-to-person contact such as shaking hands. 

· Cancel or postpone nonessential meetings, gatherings, workshops and training sessions.  Contact your supervisor or Human Resources to determine what is essential vs. nonessential.

· Limit the use of shared workstations, keyboards, desks, phones, etc.

· Do not congregate in workspaces or other areas where people socialize.

Outside activities 
Employees might be encouraged to the extent possible to: 
· Avoid recreational or other leisure classes, meetings, activities, etc., where employees might encounter contagious people. 
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Appendix 3
COMMUNICABLE DISEASES POLICY


Communicable Diseases Policy

(Company Name) decisions involving persons who have communicable diseases shall be based on current and well-informed medical judgments concerning the disease, the risks of transmitting the illness to others, the symptoms and special circumstances of each individual who has a communicable disease, and a careful weighing of the identified risks and the available alternative for responding to an employee with a communicable disease. 

Communicable diseases include, but are not limited to, measles, influenza, viral hepatitis-A (infectious hepatitis), viral hepatitis-B (serum hepatitis), human immunodeficiency virus (HIV infection), AIDS, AIDS-Related Complex (ARC), leprosy, Severe Acute Respiratory Syndrome (SARS), including the SARS-CoV-2 (coronavirus) and tuberculosis.  (Company Name) may choose to broaden this definition within its best interest and in accordance with information received through the Centers for Disease Control and Prevention (CDC). 

(Company Name) will not discriminate against any job applicant or employee based on the individual having a communicable disease.  Applicants and employees shall not be denied access to the workplace solely on the grounds that they have a communicable disease.  (Company Name) reserves the right to exclude a person with a communicable disease from the workplace facilities, programs and functions if the organization finds that, based on a medical determination, such restriction is necessary for the welfare of the person who has the communicable disease and/or the welfare of others within the workplace. 

(Company Name) will comply with all applicable statutes and regulations that protect the privacy of persons who have a communicable disease.  Every effort will be made to ensure procedurally enough safeguards to maintain the personal confidence about persons who have communicable diseases. 
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