KENOSHA COUNTY DIVISION OF HEALTH

H1N1 (SWINE FLU) BUSINESS PLANNING WORKSHOP

FACILITATOR QUESTIONS

Leadership

Who has been designated to lead the pandemic planning/response efforts in your organization?
· Have you established a leadership team with representatives from human resources, risk management, employee health, facilities, etc.?
Continuity of Operations

Have you identified your essential business functions?

· What are your plans for ensuring these critical functions are performed with 30% - 50% of your workforce unable to work?

· Have you identified a contingency workforce to assist you in filling critical roles (i.e, retired employees, part-time employees, contract employees)?
· Have you cross-trained your employees to provide the identified critical functions?

Have you identified a leadership line of succession (3 deep) to be implemented in the event individuals in leadership roles are unable to execute their duties?

Infection Control

Have you developed an employee letter that encourages the seasonal influenza vaccine and prepares them for H1N1 (swine flu)?

Do you encourage your employees to have the seasonal influenza vaccine?

· Do you offer on-site immunization?

· Do you offer the vaccine free of charge or at a discounted rate?

Have you developed a policy/procedure for screening employees as they report to work and sending them home if they are sick?

· Will you screen (question) every employee as they enter your building?
· Will you check each employee’s temperature?

How will you use social distancing to reduce the spread of infection?

· Can you physically separate your employees at a distance of 3 – 6 feet?
· Can you limit or cancel face-to-face meetings, or conduct meetings via conference calls?

· Will you restrict the congregation of employees during breaks or meals?

· Can work shifts be changed or added to reduce employee interaction (i.e., by adding a second or third shift)?

· Have you identified any job functions that can be performed from home?  Have you made the necessary arrangements to do so?
· Will you restrict visitor access to your company?

· Will you restrict business travel?

How will you raise employee awareness of ways in which to reduce the spread of infection and remain healthy?

· Have you posted hand washing techniques in restrooms and cough etiquette throughout the company?
· Have you communicated the expectation that your employees stay home when they are sick?

· Will you provide social distancing tips to your employees (i.e., avoid crowds, avoid hand shaking)?
· Have you provided your employees with procedures and supplies to disinfect work surfaces and equipment (especially phones and computers in common work areas)?

Have you provided your housekeeping/maintenance staff with procedures and supplies to disinfect work surfaces?

Human Resource Management
What have you done to modify current human resource policies to encourage your employees to stay home when they are sick?

· Have you modified your sick leave policy and included a provision that eliminates the need for an M.D.’s excuse/RTW?
· Have you modified your short term disability policy (i.e., possibly eliminating the benefit waiting period)?
· Have you modified your vacation policy (i.e., suspending vacations)?
· How will you handle benefit time for parents that are required to stay home to take care of sick children or children that are home due to school closings?

· Have you made any modifications to your LOA policy?

· Have you considered relaxing disciplinary policies for absenteeism (when an absence relates to illness)?

· What changes do you need to make to your employee assistance program to accommodate an increase in usage?

Supply Chain Management

What will you do to ensure business partners can continue to meet your needs during a pandemic?
· What alternative arrangements have you made to address your supply needs if your business partners cannot?

Will you stockpile essential supplies?
· What supplies have you determined to be essential?
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