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Background:

There is much discussion regarding avian influenza and the possibility of it becoming a human influenza outbreak reaching pandemic proportions. Even if the flu season does not reach pandemic proportions, the impact of a normal to above-normal flu season could cause workplace issues that should be addressed. By taking precautionary measures, managers, supervisors and employees can reduce the chances of influenza infection in the workplace and minimizing impacts on agency business if a human influenza outbreak does occur.  This national plan is designed to help the agency develop those precautionary measures and actions. The Chief is also calling for the development of local unit plans.  At a minimum, local plans need to incorporate the basic components of the national plan with the exception of the national office actions identified in the “Continuity of Business” section of the national plan. Local plans can expand upon the national plan as needed. 
Objectives: 

1. Educate employees regarding influenza, inform them of preventive measures and establish communication mechanisms to keep employees informed. 

2. Establish plans for the protection of employees in the workplace.

3. Prepare agency leadership and employees for the Continuation of Business Operations at various degrees of a reduced workforce. 
4. Prepare agency leadership and employees for the activation of Continuation of Operations (COOP) plans. 

 Planned Actions: 
1. Educate Employees:
a.  Ensure all employees receive information regarding influenza, including informational web-sites. The attached ‘Employee Education Guidelines” can be used a basic tool for education.
b. Ensure timely updates are received and distributed. The agency will rely on national resources for information including, USDA, Health and Human Services (HHS) and the Center for Disease Control (CDC). 

c. Establish communication channels with State and local health officials to receive localized updated information.  

d.  Provide Information on ‘fsweb’ (national responsibility) regarding regional/geographic flu out breaks and other pertinent information
(local units to publicize availability.) Also provide information on key internet websites. (See website information at the end of the report) 
e. Encourage employees to follow recommend guidelines to be prepared at home. Considerations include emergency water, food, medicine, pet supplies and a communication plan for their family members. 
f. Discuss the flu situation at employee meetings. The continuity of business operations within the unit should also be discussed. 

2. Workforce Protection:

a. Provide sufficient and accessible infection control supplies (e.g. hand-hygiene products, tissues, disinfecting wipes, surgical mask and receptacles) in work locations for employee use.  
b. Increase awareness throughout the workplace to remind employees of the important part they play in protecting their health and the health of their fellow employees.
c. Use accepted disinfection processes and procure supplies to minimize the spread of the contagion.

d. Increase stockpile of hygiene items such as soap, paper towels and cleaning supplies from the normal level to a three month supply, based on USDA recommendations.
e. Ensure the custodial staff is informed on the safe handling of trash receptacles and the use of disinfectant cleaning products in restrooms, break rooms, drinking fountains and other common areas or facilities. 
f. Examine current janitorial cleaning services, food services, and maintenance contracts, including contingency planning, in case those service providers are severely impacted.
3. Continuation of Business Operations:
The following items will be the responsibility of the National Office:
a. Review, and if necessary, update policies related, but not limited to sick leave, mandatory sick leave, family medical leave, use of the employee assistance program and telework. 
b. Develop guidelines for establishing ‘Emergency Work at Home’ policies.
c. Communicate policies and guidelines to field.

d. Identify trigger points, with guidance from USDA, for canceling or postponing meetings, training, and travel to or from affected geographic areas. 

The following items will be the responsibility all units, as appropriate:
e. Prepare for continuation of business operation by developing plans reflecting a draw down of the workforce at 20 – 40 - 60 percent levels. Plans should cover all aspects of business operations including communication methods to keep stakeholders informed.
f. Identify critical work functions and personnel for day-to-day operations and personnel, for units. Establish back-up personnel for those responsible to carry out these operations prior to COOP activation. This could include contractors.
g. Identify stakeholders that may be affected by actions taken by the agency.  Develop communication channels to keep the stakeholders informed.

h. Ensure there is sufficient IT capacity to permit essential workforce to work remotely. 
i. Develop an employee emergency contact plan within the work unit to check on the welfare of those who are ill or attending to family members who are ill.

4. Continuation of Operations (COOP):
a. Review COOP plans at all appropriate levels of the organization and adjust as needed to reflect a state of preparedness that is beyond traditional continuation of operations planning regarding a flu pandemic situation. 

b. The attached “Pandemic Influenza – Initial Planning Guidance for USDA” can be used as a reference when reviewing unit COOP Plans.
Pandemic Influenza – Initial Planning Guidance for USDA

	FPC-65 COOP Elements
	Pandemic Influenza Planning Considerations

	Plans and Procedures
	· Plans must be capable of maintaining sustaining essential operations until normal business activity can be reconstituted, which may be longer than 30 days. Mission Areas/Staff Offices will need to continue operations indefinitely until the situation returns to normal.

· Review and update plans to ensure essential services can be provided if employee absenteeism reaches 40 percent.

· Health focus will be needed to minimize the effects of a pandemic on staff and operations.



	Essential Elements


	· Continue to perform essential functions beyond the existing 30 day requirement.

· Consider additional business services critical to meeting an organization’s missions.

· Review the effect of a pandemic on essential contract and support services and organizational operations, and develop mitigation strategies.



	Delegations of Authority


	· Plan for delegations of authority that are at least three deep per responsibility to take into account the expected rate of absenteeism. 

· Plan for geographical dispersion of delegations of authority, taking into account the regional nature of an outbreak. 



	Orders of Succession
	· Plan for orders of successions that are at least three deep per position to take into account the expected rate of absenteeism.

· Plan for geographical dispersion of orders of succession, taking into account the regional nature and possibility of different orders of succession depending on the spread of the pandemic.



	Alternate Operating Facilities
	· Determine which essential functions and services can be conducted from a remote location (e.g., home) and those that need to be performed at a designated department or agency facility.

· Review logistical support to keep buildings and facilities open:  

· Prioritization/determination of accessible facilities/buildings (as alternative to relocating to remote facility)

· Necessary support staff

· Social distancing policies (e.g., telework, shift work)

· Public health guidance for operation of facilities and safety of employees

· Sanitation

· Essential services

· Food/water.

· Increase stockpile of essential supplies and keep 3 month supply on hand

	Interoperable Communications
	· Planning should carefully consider the use of laptops, high-speed telecommunications links, Personal Digital Assistants (PDA), and other systems that enable employees to perform essential functions while teleworking.  This includes the identification, availability, redundancy, and testing of critical communications systems that support connectivity to internal organizations, external partners, critical customers, and other key stakeholders. 

· Test and exercise telework impact on internal networks.

· Establish a phone ‘Message Line’ to enable employees to access current information.


	Vital Records and Databases
	· Identify records needed to sustain operations for longer than 30 days since vital records at alternate facilities may not be accessible.  Determine whether files can be accessed electronically from a remote location (e.g., an employee’s home).

· Identify and plan for maintenance of vital systems that rely on periodic physical intervention/servicing.



	Workforce
&

Workplace
	· Agencies should identify retired and former employees for potential return to duty 

· Review terms and conditions of contract work to ensure contractor responsibility for essential functions (where relevant) and to suspend non-essential work. 

· Consider the need for cross-training to ensure essential staff are available to perform functions and services.

· Promote guidance developed by public health and safety authorities, including:

· Occupational risk reduction strategies

· Infection control

· Personal hygiene

· Social distancing techniques

· Travel restrictions.

· In accordance with current guidance, evaluate need for hygiene supplies, medicines, and other medical necessities to promote the health and wellness of personnel. 

· Review communication capabilities to provide employees and families with relevant information and advisories about the pandemic, via 

· Hotlines

· Web sites

· Voice Messaging Systems Alerts.



	Testing, Training, and Exercising
	· Testing, training, and exercising should include social distancing techniques, including telework capabilities and impacts of a reduced staff on facilities and essential functions and services. 

	Devolution of Control and Direction
	· Take into account how an organization will conduct essential functions if pandemic influenza renders leadership and essential staff incapable or unavailable to execute those functions.  Full or partial devolution of essential functions and services may be necessary to ensure continuation.

· Develop detailed guidance for geographically rotating essential services and operations.

	Reconstitution
	· Develop plans to provide additional staff as needed.  

· Develop procedures to ensure facilities are safe for employees to return to normal operations




KEY WEBSITES FOR AVIAN INFLUENZA INFORMATION
Awareness: what is avian influenza
http://www.AvianFlu.gov
http://www.PandemicFlu.gov
http://www.usda.gov/birdflu
Prevention:  avoiding spread of colds and flu—workplace hygiene and health

practices

http://www.cdc.gov/flu/protect/stopgerms.htm
http://www.cdc.gov/flu/protect/prevention.htm
http://www.cdc/germstopper/resources.htm
Vaccines and Vaccinations
General Information:
http://www.cdc.gov/flu/protect/keyfact.htm
General Flu      
http://www.cdc.gov/flu/
Avian Flu          
http://www.cdc.gov/flu/avian/
Pandemic Flu   
http://www.cdc.gov/flu/pandemic/
Preparedness: 
http://www.pandemicflu.gov/plan/pdf/indivduals.pdf
http://www.pandemicflu.gov/plan/pdf/guide.pdf
Handling Wild Birds:

http://nwhc.usgs.gov/publications/wildlife_health_bulletins/WHB_05_03.jsp
Employee Assistance Program; 
http://www.FOH4YOU.com 
