Appendix D2 - Sample Action Plan
Sample Action Plan

Incident Command Staff


	Section
	Level 1

Minimal immediate hazard.  International travel advisories begin.
	Level 2

Endangers staff.  Prepare for social distancing.  Monitor employee health.

(In addition to Level 1 actions)

	Level 3

Significant risk to staff and rising absenteeism.  Essential employees must report to work.

(In addition to Level 2 actions)

	Command Staff
	Establish flexible worksite and work hour’s policy.

Establish policies for restricting travel to affected geographic areas and guidance for employees returning from affected areas.

Set up authorities, triggers, and procedures for activating and terminating the company’s response plan, altering business operations, and transferring business knowledge to key employees.


	Ensure pandemic plans are adequate and update as needed.

Establish an emergency communications plan to include key contacts, chain of communications, and processes for tracking and communicating business and employee status.
	Implement procedures for altering business operations or temporarily stopping operations.

Conduct daily command and general staff briefings.

	Operations
	Enhance the workplace with personal hygiene signage. 

Develop and disseminate programs and materials covering pandemic fundamentals, personal and family protection strategies.

Disseminate information to employees about pandemic preparedness and response plans.

Implement an exercise/drill to test plan, and revise.
	Implement policies for preventing influenza spread at the worksite.

Implement policies for employees who have been exposed to influenza, are suspected to be ill, or become ill at the worksite.

Implement policies for flexible worksite and work hours.

Implement guidelines to modify the frequency and type of face-to-face contact among employees and customers.


	Secure buildings and worksite. 

Ensure essential personnel are provided during critical work shifts.

Implement phone banks or message centers for essential employees, vendors, suppliers inside and external to the worksite.

	Logistics
	Provide sufficient and accessible infection control supplies in all locations.

Maintain adequate PPE if necessary.

Anticipate employee fear and anxiety, rumors and misinformation and plan communications accordingly.

Develop platforms for communicating pandemic status and actions to employees, vendors, suppliers, and customers inside and outside the worksite in a timely way.
	Enhance housekeeping services.

Provide information for the at-home care of ill employees and family members.

Ensure availability of medical consultation and advice for emergency response.

Ensure up to date information provided through communication platforms for employees, vendors, suppliers, and customers inside and outside the worksite in a timely way.


	Ensure housekeeping services are maintained.

Ensure employees access to mental health and social services during a pandemic, including corporate, community, and faith-based resources, and improve services as needed.



	Planning
	Ensure availability of essential employees and critical inputs required to maintain operations by location and function are available.
Identify community sources for timely and accurate pandemic information and resources for obtaining counter-measures.

Collaborate with local public health and emergency responders to participate in planning, sharing your plans, and understanding their capabilities/plans.
	Monitor employee absenteeism and report to local health department.

Monitor critical inputs necessary to maintain essential operation components through contacts of external partners.

Maintain situational updates for command and general staff.

Support logistics communications unit in providing accurate and timely information.

Maintain contacts with local public health department for advisories.
	Evaluate employee’s access to and availability of healthcare services, mental health services, and social services.

Identify employees and key customers with special needs, and provide services as needed.

	Finance
	Identify and track emergency preparedness funding to support emergency operations.

Establish policies for employee compensation and sick-leave absences unique to a pandemic.

Establish policies on when a person may return to work after illness.
	Communicate with insurers, and major local healthcare facilities to share your pandemic plans and understand their plans.

Communicate with local public health agencies about assets or services your business could provide to the community.
	Monitor and analyze cost for maintaining operations during the pandemic.


