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1.0
Introduction

One of the most important public health issues our Nation and the world faces is the threat of a global disease outbreak called a pandemic.  A pandemic is described as a global disease outbreak that will affect an undetermined number of individuals.  Pandemic influenza occurs when a new virus emerges for which people have little or no immunity, and for which there is no working vaccine available.  The disease spreads easily from person to person, causing serious illness or fatality.  Texas Department of State Health Services (DSHS) estimates that it is certain pandemic influenza is going to occur in the future, but there is uncertainty of when or where it will originate from.  No one in the world today is fully prepared for a pandemic, but it is important to have a strategic plan set in place for when a pandemic happens.
Pandemic influenza can present unique challenges to WSBVB as well as staff and their families.  Preparing for and responding to a pandemic is unlike any other business interruption.  A pandemic will last much longer than most flu outbreaks and may include waves of influenza activity.  Pandemic influenza issues that that may impact WSBVB include:
a. Simultaneous impact on communities across the State of Texas and the United States limiting the ability of any jurisdiction to provide support and assistance to our local board area of counties.

b. An overwhelming need of people, including staff requiring medical care or hospitalization.  May experience shortage of personnel.
c. Normal lines of direction and control in infrastructure may be disrupted.
d. Normal operations will be disrupted for a brief time or until reconstruction is completed after the emergency ends.

e. Normal communications links and methods such as computer systems and phone systems may be disrupted.
f. Normal securities may be disrupted due to mass hysteria.  Possibility of facility doors being closed to customer population.
g. Normal situations of providing services to general population in person may be too dangerous, so staff would have to rely on computer and phone systems to deliver services.
h. Basic services, resources, and supplies may not be available (transportation, power, sanitation, etc.)
i. Food and water shortages.
j. School closings and forms of childcare closings.
k. Response may take months, rather than weeks or days.  It is likely that more than one wave of illness will occur, each lasting as long as two months, may come in a years time.  
2.0
Purpose

The purpose of this Pandemic Influenza Plan is to enable WSBVB staff to respond effectively to the widespread impacts of a pandemic threat through planning, preparedness and communication, response, activation, command, and recovery strategies.  As a government entity, we have a fundamental responsibility to provide uninterrupted essential services to the public, regardless of circumstances.  
3.0
Objectives
WSBVB objectives during a pandemic influenza are to:
a. Maintain continuity of operations throughout the event.

b. Ensure continued performance of essential functions.

c. Reduce transmission of the pandemic virus strain among our employees and customers.

d. Reduce loss of life and minimize damage.

e. Ensure a successful succession to office in the event a disruption renders agency leadership unavailable to perform their responsibilities.  
f. Reduce or mitigate disruptions to operations.

g. Ensure provision of alternate facilities in which to operate.

h. Protect essential facilities, equipment, vital records, and assets.
i. Maintain a test, training, and exercise program to support implementation and validation of plans.
j. Achieve timely and orderly recovery from the pandemic situation.
k. Achieve a timely and orderly reconstitution from pandemic emergency and resume full services to internal and external customers.
4.0
Concept of Operations
WSBVB Pandemic Plan will most likely be activated in response to the Federal Government Response Stages that are triggered by the World Health Organization (WHO) Pandemic Response Phases.  
4.1 WSBVB Pandemic Response Structure 
The Brazos Valley Council of Governments (BVCOG) Executive Director or Designee will activate BVCOG response plan and notify all Program Managers of different departments to coordinate their own activation of response plans. WSBVB Program Manager and Pandemic Influenza Coordinator would be responsible for exercising the WSBVB plan.  The Workforce Solutions Program Manager should notify the Workforce Center Director, Child Care Director and Region Six Contract Management of the situation and work together to continue operations. 
4.2 Pandemic Phases

	PHASE 
	DEFINITION 

	
	Inter-pandemic Phase

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

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

	
	Pandemic Alert Phase

	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). 

	
	Pandemic Phase

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


4.3 Response Stages
Stage 1:  Planning 
a. Pandemic influenza preparedness and response will be coordinated at all levels – local, state, and federal – to mitigate the effect, to prevent morbidity and mortality, and to implement recovery operations.  
b. DSHS, as well as hospitals and primary care providers, will provide the initial detection and public health response.  
c. Public health officials will make recommendations for medical treatment protocols and disease control measures to local physicians, hospitals and health care providers.  The DSHS will initiate a response and make appropriate and rapid notifications to regional and state authorities.
d. WSBVB will plan to provide essential services to population as long as pandemic circumstances permit.  Workforce Solutions will collaborate with local employers to address business continuity issues related to the provision of essential services during a pandemic scenario.  
e. WSBVB will collaborate with the Center for Regional Services regarding potential plans of informing clients of procedures for applying for services during a pandemic period.
f. WSBVB will plan and obtain needed equipment and supplies for operations and survival during pandemic influenza period.
Stage 1:  Implementation of Actions

	INCIDENT TYPE
	ACTIONS

	Widespread human outbreaks in multiple locations overseas
	1.  Executive Director or Designee
· Meet with Program Managers to work on updates or changes to the pandemic plan
2.  Program Managers
· Discuss pandemic status and possible strategies

3.  Human resources

· Review pandemic policies and procedures

· Ensure employee emergency contact information is updated

4.  Safety – Program Managers and Sub-Contractors
· Contact local health authorities for health and safety guidance

· Monitor influenza reports during period

· Report updates to staff 
· Identify critical procurement needs for hygiene supplies

5.  Infrastructure Services – Program Managers
· Begin planning for security and maintenance needs

6.  Procurement – Program Managers
· Identify critical vendors and alternative resources


Stage 2:  Preparedness 
In the event of planning for a pandemic influenza outbreak, WSBVB and BVCOG will collaborate together to:
a. Identify organizations and key personnel necessary to effectively respond to a pandemic influenza outbreak.
b. Develop, review, and update contact lists to ensure ability to communicate with individuals. (BVCOG Public Safety and Human Resources)
c. Identify resource and capability shortfalls (unmet needs) and initiate corrective actions on a periodic basis. (Program Managers and Sub-Contractors)  
d. Identify situational and administrative reporting requirements and develop guidelines to ensure the flow of information. (Program Managers and Sub-Contractors)
e. Periodically review and update preparedness and response plans and guidelines. (Pandemic Plan Coordinator)
f. Conduct training and awareness to educate employees and response personnel about pandemic influenza preparedness and what response system is in place in case of an outbreak. (BVCOG Public Safety, Human Resources and Program Managers)
g. Develop and exercise a plan that should include identifying appropriate facilities for warehousing commodities offsite. (BVCOG Public Safety and Program Managers)
h. Prepare a plan that includes sections on security, managing large crowds for environmental and physical needs, transportation, communication, and volunteer management. 
i. Conduct briefings and/or workshops for responders to ensure they understand assignments and responsibilities. (BVCOG Public Safety, Human Resources and Program Managers)
j. Conduct and/or participate in exercises to evaluate the effectiveness of plans and guidelines, and the ability to respond to the situation. (BVCOG Public Safety, Human Resources and Program Managers)
k. Prepare Incident Command System (ICS), develop flow chart of contacts for resources and supplies, communications, operations, etc. (BVCOG Public Safety)
Stage 2:  Implementation of Actions

	INCIDENT TYPE
	ACTIONS

	First human transmission case in the United States
	1.  Executive Director or Designee and Program Managers

· Review recovery plan for critical processes and associated essential/job functions

2.  Pandemic Committee - Coordinator

· Work with Executive Director or Designee on critical issues

3.  Human Resources

· Prepare for influx of pandemic related personnel issues

· Reassign job responsibilities within Human Resources to prepare for increased demand on specific functions

4.  Safety – Program Managers and Sub-Contractors
· Provide staff with recommended respiratory hygiene, cough etiquette and hand washing instructions to prevent spread of virus

· Disseminate programs on pandemic fundamentals (e.g. personal family protection and symptoms of influenza)

5.  Communications – IT Staff and Program Managers

· Work with executive staff regarding communication strategies

6.  Infrastructure Services – Program Managers

· Implement waste disposal procedures

· Work with other staff to implement additional cleaning protocols and to minimize virus transmission

7.  Procurement – Program Managers

· Purchase hygiene supplies and equipment that is needed 


Stage 3:  Response
Upon notification of a suspected pandemic, the Brazos County Judge or other county officials will activate and implement the Brazos County Pandemic Influenza Plan.  As the county plan is activated, BVCOG Executive Director is notified, who will then activate their pandemic plan and notify WSBVB of the pandemic situation.  WSBVB will activate their plan and further notify the Child Care Director, the Workforce Center Director, and all outlying workforce counties.  Brazos County officials, in collaboration with the DSHS will determine the need for, and request support from the state, support agencies and external partners when dealing with health related issues.  For other support, WSBVB will use assistance request procedures outlined in the structure of this document.  The Center for Regional Services will operate in conjunction to WSBVB planning and response methods.
In the event of a pandemic outbreak, WSBVB will activate their response plan when notified by BVCOG Executive Director or Designee.  Response activities that will take place are: 

a. Program Manager activates and/or deploys staff to direction and control facilities.  Staff may be able to work from home during the event of pandemic influenza.
b. Program Manager implements notification procedures and ensures appropriate personnel are contacted and provided with instructions concerning the situation.  The Pandemic Coordinator may be delegated to provide assistance to help notify the appropriate personnel.
c. Program Manager will contact appropriate state and/or federal support agencies and external partners in accordance with established guidelines.

d. Pandemic Coordinator and other appropriate personnel will provide situational and administrative reports in accordance with established procedures and guidelines of operations.
e. Pandemic Coordinator and appropriate personnel will work together to track and report resources, expenditures of administrative and fiscal assets.
f. Program Manager will contact appropriate state and federal support agencies for National Emergency Grant (NEG) funding for the sole functions operating and providing services to our population during the pandemic period.
g. Appropriate staff will be assigned to monitor and review stock aid of equipment and supplies.  They will report shortfalls of equipment and supplies to the Program Coordinator.
h. Individual staffs within workforce solution departments will carry out their usual everyday responsibilities and tasks, and on request of the program manager will be assigned emergency responsibilities during pandemic situations.
i. The WSBVB will coordinate key functions of operations with the Center for Regional Services pertaining to services that are contracted out to sub-contractors.

j. The WSBVB will promote social distancing between employees and ensure that healthy hygiene is exercise to reduce spread of pandemic influenza.
Stage 3:  Implementation of Actions

	INCIDENT TYPE
	ACTIONS

	Spread throughout the United States
	1.  Executive Director or Designee and Program Managers
· Implement Pandemic Response

· Coordinate with local public health and health care officials

· Assemble Incident Command Team to determine next steps

2.  Human Resources
· Disseminate information to employees concerning reporting pandemic illnesses, reporting to work, and leave policies
3.  Safety – Program Managers and Contract Management
· Distribute Safety Alert with virus symptoms to all employees

· Post notices on use of non-pharmaceutical interventions including hand washing, respiratory hygiene, and cough etiquette to prevent the spread of pandemic influenza

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

· Have staff self report illness
4.  Communications – IT Staff and Program Managers
· Develop a plan to provide regular updates to staff to reduce fear, anxiety, rumors and misinformation
5.  Infrastructure Services – Program Managers
· Develop plans for social distancing strategies to put more space between staff

· Review and update waste disposal procedures

6.  Procurement – Program Managers
· Purchase additional hygiene supplies as needed

7.  Finance 
· Review any specific payroll or travel strategies unique to a pandemic 


Stage 4:  Activation and Command
There are certain steps and actions that have to be initiated by individual departments if a pandemic spreads throughout Texas.

Stage 4:  Implementation of Actions

	INCIDENT TYPE
	ACTIONS

	Pandemic spreads throughout Texas
	1.  Executive Director or Designee and Program Managers
· Participate with local authorities to receive updates

· Identify essential personnel

· Develop and implement “Orders of Succession” for essential personnel

· Ensure that communication is present for internal and external notices

2.  Human Resources

· Communicate Pandemic Policy to staff

· Communicate policies on extended sick and family care leave

· Communicate special flex work schedules if available

· Issue stay at home procedures if personnel are able to work from home

· Monitor staffing needs

· Hire additional staff if needed

· Provide assistance to all mangers for hours of operations, which will be determined by Incident Commander.
· Provide assistance for request for more staff due to shortages

· Process for tracking and paying redeployed staff

· Guidelines for redeploying staff to critical areas of operation

· Directives for addressing employees’ additional health related costs

· Maintain records on reported cases and action taken

· Determine salary consequences if facility closes

· Implement guidelines for staff who are ill, pregnant, need childcare and other key issues that may affect performance

3.  Safety – Program Managers and Contract Management
· Distribute additional safety Alert updates to all employees

· Implement procedures for social distancing when appropriate

4.  Communications – IT Staff & Program Managers
· Monitor federal, state and local pandemic information sites for update on containment strategies

· Disseminate information to employees about our pandemic preparedness and response plan
· Prepare other internal and external communications under the direction of the Incident Commander

5.  Infrastructure Services – Program Managers
· Continue waste disposal procedures until alert is lifted

· Arrange for appropriate office sanitation

· Arrange for additional security if needed
6.  Procurement – Program Managers
· Order additional computers, communication components, office supplies and personal hygiene supplies as needed

7.  Finance

· Process request for travel that may be unique due to pandemic period

· Implement adjusted payroll procedures

· Monitor pandemic related expenses

8.  IT Staff and Executive Director
· Implement Disaster Recovery Plan if equipment is down due to electrical, telecommunication, or staffing shortages

· Reallocate remote access licenses if needed to optimize employees’ ability to work from home.

· Keep staff updated on computer, communication or any other technical malfunctions

9.  Security
· If any visitors are allowed to enter the building depending on circumstances, require them to wear masks

· Ensure critical supplies and assets are protected

· Ensure that facility is a safe work environment for staff


Stage 5:  Recovery 
BVCOG and WSBVB staff will proceed through recovery and then prepare for possible subsequent waves because a pandemic influenza usually occurs in two to three different waves.  Staff will work together during this stage, and authority of certain procedures will be delegated by the program manager, such as:

a. Demobilize local, state, and/or federal assets based on community needs and status.  
b. Deactivate direction and control facilities based on the level of continued recovery response necessary to reestablish basic infrastructure and a general return to normalcy within the affected area.
c. Conduct post-incident critiques; write after-action reports and evaluations.
d. Submit damage and cost estimates to appropriate federal agencies.
e. Identify planning and response problems and take measures to mitigate.
Stage 5:  Implementation of Actions

	INCIDENT TYPE
	ACTIONS

	Pandemic Recovery and transition to normal operations
	1.  Executive Director or Designee and Program Managers
· Review pandemic response and establish summary of outcome 

· Initiate recovery stage 

· Assign new tasks to personnel for recovery if needed

2.  Human Resources

· Report summary of Human Resources event response to Incident Commander

3.  Safety – Program Managers and Contract Management
· Report summary to Incident Commander

4.  Communications – IT Staff and Program Manager
· Advise all staff that Pandemic Alert has moved to Recovery Stage  

· All staff should start returning to normal operations

5.  Infrastructure Services – Program Managers
· Discontinue pandemic waste disposal procedures

6.  Procurement – Program Managers
· Report summary of Procurement activities and expenses to Incident Commander

7.  Finance

· Report financial impact of pandemic to Incident Commander

8.  IT Staff and Executive Director
· Prepare IT summary report and forward to Incident Commander

9.  Security

· Report Security summary to Incident Commander


4.4 Pandemic Tracking and Response
a. The World Health Organization (WHO) – tracks the progress of any new influenza strains, assists with the containment measures and provides updates on the global status of influenza.

b. The United States Centers for Disease Control (CDC) – will identify and declare the status of these phases.  The WHO and CDC may declare, upscale or downscale phases in a non-sequential order since viral characteristics and sequence of progression may vary.

c. The Texas Department of State Health Services (DSHS) – will provide and/or augment public health, and emergency medical services that exceed local government capabilities.

d. Local governments have the responsibility to provide public health, mental health, and emergency medical services within their jurisdictions. 
5.0
Assumptions of Pandemic Influenza 
The WSBVB Pandemic Influenza Plan has been developed based on the following worst-case scenario planning assumptions:
5.1 Timing
a. This plan assumes that a pandemic influenza outbreak will occur or has occurred.
b. There may be less than six weeks of warning from the time the pandemic is announced.

c. Two waves of pandemic influenza are estimated to affect Texas.

d. The second wave is estimated to strike six months after the first wave.

e. Pandemic waves last about one month and peak at two weeks.

f. Global spread is expected in approximately three months.

5.2
Prevention and Treatment
a.
Vaccine will not be available for approximately six months following initial outbreak.  According to the CDC guidelines, total vaccine supply will be under the control of the federal government while supplies are limited, with states receiving an allotment and determining distribution strategies 
a. Anti-viral treatment is in short supply and may not be effective.   
b. WSBVB will use infection control strategies to slow or prevent the spread of disease.

c. WSBVB will implement social distancing strategies.

d. In some cases, isolation or quarantine of large numbers of people may be required.
5.3
Staffing

a.
Thirty percent or more of WSBVB workforce may be unable to come to work.

b. Absenteeism will be the result of workers becoming ill, staying home to care for family members, or refusal to come to work. (Program Managers might have to distinguish between what is acceptable for sick leave and what is not)
c. WSBVB will determine critical business processes, essential job functions and staffing as needed during a pandemic event.
5.4 Service Providers – Contractors

a. Critical functions carried out by contractors, consultants and vendors may be disrupted.

b. The impact of a pandemic will affect the economy due to decreased consumer spending and business continuity issues.

6.0
Potential Affects on WSBVB

Given the planning assumptions, the potential effects on WSBVB could be:

a. Fewer staff reporting to work because of personal or family illness.

b. Fewer emergency and essential services – fire, police and medical.

c. Possible mandatory school and business closures will affect the number of staff reporting to work because of day care needs and other shortages.

d. Delays and interruptions in supplies, mail services and contract services.

e. Disruption of services including sanitation and public transit services, etc.
f. Normal lines of direction and control in infrastructure may be disrupted.

g. Normal operations will be disrupted for a brief time or until reconstruction is completed after the emergency ends.

h. Communication links and methods such as computer systems and phone systems may be disrupted.

i. Securities may be disrupted due to mass hysteria.  Possibility of facility doors being closed to customer population.
7.0
Sustaining Operations

A pandemic influenza may not affect WSBVB physical infrastructure, however, it can threaten operations because of the impact on staff and delivery of services.  Some of the measures that will be implemented to continue to operate during emergencies are:
a. Develop cross-training programs to ensure adequate staffing of critical procedures and services.

b. Anticipate staffing shortages and develop plans to relocate staff as needed.  Staff may be able to work from home.

c. Provide personal protection equipment for staff when needed.
d. Communicate with staff on importance to return home if start to feel ill.  Utilize employee health education information that addresses symptoms of influenza, steps to prevent transmission, respiratory etiquette, and hygiene.

e. Implement social distancing techniques to minimize employee exposure.

f. Conduct teleconferencing whenever needed to avoid on-site meetings.
g. Use telecommunication to deliver services to customers and keep in contact with subcontractors, service providers, employers, etc.
8.0
Order of Succession

During a pandemic, personnel shortages can be expected to impact all levels of operation.  Having the right key personnel in place during an emergency is important to operate efficiently and effectively.  It is important to designate the order of succession for executive staff and delegation of authority for other vital staff.  Delegations should be predetermined and documented in writing.  
List executive staff order of succession:

	WSBVB
ORDER OF SUCCESSION

	#
	Title
	Name
	Work #
	Cell #

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	

	6
	
	
	
	

	7
	
	
	
	

	8
	
	
	
	

	9
	
	
	
	

	10
	
	
	
	

	11
	
	
	
	

	12
	
	
	
	

	13
	
	
	
	

	14
	
	
	
	

	15
	
	
	
	


9.0
Delegation of Authority

Authority of tasks and responsibilities will be delegated out to board staffs during the event of a pandemic influenza so that WSBVB is able to continue key operations and provide services to the public.  Delegations of authority include:   
a.
Approving emergency policy changes.

c. Approving changes in Standard Operating Procedures (SOPs).

d. Empowering designated representatives to participate as members of interagency emergency response teams to act on behalf of the agency head.

e. Making personnel management decisions.

f. Approving commitment of resources.

g. Signing contracts and overseeing that proper documentation is being carried out during pandemic.
10.0 Devolution of Control and Direction
Devolution is the capability to transfer authority and responsibility for essential functions from WSBVB primary operating staff and facilities to other employees and facilities.  It is also the ability to sustain that operational capability for an extended period.  This process builds operations for recovery and reconstitution.

Recovery Stages for WSBVB if unable to continue working from the current location:
a. Alternative work locations.

b. Telecommuting.

c. Payroll.

d. Staggered work hours.

e. Flex time.

f. Policies and Procedures.

11.0
Interoperable Communications
In the event of a pandemic, it is likely that staff, customers, vendors and contractors will experience a high level of fear and anxiety.  Disseminating timely and accurate information and maintaining open communications will be essential.  
In the event of pandemic response, interoperable communicates should be available to:
a. Support the execution of the agency’s essential functions.

b. Provide capability to communicate within the organization.

c. Provide connectivity to outside agencies, businesses and customers.

d. Ensure access to data, systems and services.

e. Provide communication with FEMA Operations Center and the Homeland Security Operations Center, as well as alternative cites.
f. Provide communication with DSHS.

WSBVB will implement the following communications procedures:
11.1 Staff Communications
a. Maintain updated pandemic influenza information on the WSBVB website.

b. Use call trees to provide staff with emergency information during working and non-working hours.

c. Use email, telephone and fax to distribute updated information.

11.2
Customer Communications
a.
Maintain updated pandemic influenza information on the BSBVB website.
b. Use email, telephone and fax to distribute updated information.

11.3
Emergency Telecommunications – Interoperable Communications
a.
Methods of communication will be used to ensure communication with city, state and local officials.
12.0
Vital Records
Electronic and paper documents, references and records that are needed to support critical business processes and what WSBVB will do to ensure those records will be available.  

Emergency Operating Records:

a. Plans and directives.

b. Orders of Succession.

c. Delegations of authority.

d. References for performing essential functions.

Legal and Financial Records include:

a. Personnel records.

b. Social Security records.

c. Payroll records.

d. Retirement records.

e. Insurance records.

f. Contract records.

13.0
Testing, Training and Exercises
Tests, training and exercises include measures to ensure that WSBVB plan is capable of supporting the continued execution of its essential functions throughout operations.
WSBVB will ensure that:

a. All equipment and systems work as required.

b. Employees are able to deploy to the alternative facility within the required timeframe.

c. There is response teams designated to perform such essential functions.
d. Briefings and/or workshops for responders are conducted to ensure employees understand assignments and responsibilities.
e. Employees participate in exercises to evaluate the effectiveness of plans and guidelines, and the ability to respond to the situation.

14.0 Emergency Contacts
	CONTACT
	PHONE

	CDC Emergency Response 
	(770) 488-7100 

	Department of State Health Services (DSHS) Central Office 
	(512) 458-7111 

	DSHS Immunization Branch
	(512) 458-7284
(800) 252-9152

	BVCOG Executive Director – Tom Wilkinson
	(979) 595-2800 ext 2000

	BVCOG Assistant Executive Director – Michael Parks
	(979) 595-2800 ext 2001

	WSBVB Program Manager – Patricia Buck
	(979) 595-2800 ext 2010


15.0
Pandemic References

Texas Department of State Health Services





www.dshs.state.tx.us
United States Department of Health and Human Services

www.pandemicflu.gov
Centers for Disease Control

www.cdc.gov
The World Health Organization

www.who.org
United States Department of Agriculture
www.usda.gov
ATTACHMENT A:  GLOSSARY OF TERMS
	Antiviral Medication  
	Destroys or inhibits the growth and reproduction of viruses.



	Avian Influenza  (Bird Flu)
	Avian Influenza, also referred to as bird flu, is an infection caused by bird flu viruses.  These viruses occur naturally among wild birds worldwide.  Wild birds can transmit infection to poultry.  All human flu viruses began as bird flu viruses.  Rarely, transmission is possible from sick or dead birds to people.  The current bird flu, known as H5N1, is not considered a pandemic now because only extremely rare human-to-human transmission has occurred.

	Chemoprophylaxis
	The use of vaccines, antiviral medications or other chemical agents to prevent the spread of influenza disease.

	Community Containment Measures
	Refers to the separation of infected or exposed people from non-infected people by use of isolation, quarantine, or other restrictions on movement and activities.

	Droplet Precautions
	Droplet transmission occurs when droplets containing infectious agents generated by an infectious person are propelled a short distance through the air (i.e., by coughing, sneezing, or talking).  Droplet precautions include the use of personal protective equipment (gloves, gown, surgical or other mask, and goggles or face shield) to reduce the spread of infectious agents.

	Hand Hygiene  
	Hand hygiene is a term that applies to the cleaning of one’s hands.  This is usually done with soap and water, hand sanitizer, or hand wipes.  To kill an influenza virus, hands must be washed with soap and water for 15 seconds and hand sanitizer or wipes must be used for 10 seconds and have an alcohol content of at least 60%.

	Incubation Period
	The time from exposure to an infectious disease to symptom onset. The incubation period for influenza is usually two days but can vary from one to five days.

	Infection Control Measures
	A method to decrease the risk for transmission of infectious agents through proper hand hygiene, scrupulous work practices, and use of personal protective equipment including masks, gloves, gowns, and eye protection.

	Infectious Disease
	An infectious disease, or communicable disease, is caused by the entrance of organism (e.g. viruses, bacteria, fungi) into the body, which grow and multiply there to cause illness.  Infectious diseases can be transmitted, or passed, by direct contact with an infected individual, their discharges (e.g. breath), or an item they touch.

	Isolation And Quarantine 
	Standard practices in public health, and both aim to control exposure to infected or potentially infected people. Both may be used voluntarily by public health authorities and can be applied on an individual or at the population level.

	Non-pharmaceutical Interventions
	Those interventions to reduce transmission of disease at an individual or population level that are not pharmaceutically or medicine/drug based.

	Outbreak
	A sudden increase in the number of cases of a specific disease or clinical symptom.

	Pandemic
	The period when there is ongoing infection in the general public.

	Pandemic Alert
	A period of heightened awareness.  This period has three phases.  In phase 3, humans have been infected, but few if any cases of person-to-person transmission have occurred.  In Phase 4, small clusters of human transmission have happened but not often.  In Phase 5, larger clusters are happening more frequently.

	Pandemic Influenza  
	A pandemic is a global disease outbreak.  A flu pandemic is possible when an influenza virus makes a dramatic change that results in a new or novel virus to which people have little or no immunity.  The new virus begins to cause serious illness, spreads easily from person to person and can sweep around the world quickly.

	Personal Protective Equipment  
	A barrier protection to be used by an individual to prevent disease transmission. Personal protective equipment may include gowns, gloves, masks, goggles, or face shields.

	Post-pandemic
	This is the end of the pandemic and points to a return to Inter-pandemic Period.

	Prophylaxis
	The prevention of, or protective treatment for, a disease.  It is an infection control measure whereby antimicrobial, including antiviral medications are taken by healthy individuals to prevent illness before or after being exposed to an infectious disease.

	Respiratory Hygiene And Cough Etiquette
	Refers to public health measures implemented to avert the transmission of influenza and/or other infectious diseases. 

	Seasonal Influenza (Flu)
	Seasonal flu follows predictable yearly patterns.  People usually have some immunity built up from previous exposure to circulating seasonal flu viruses.

	Social Distancing
	An infection control strategy that includes methods of reducing the frequency and closeness of contact between people to limit the spread of infectious diseases

	Subsided
	This is the interval between waves of infection. 


ATTACHMENT B:  DIFFERENCES BETWEEN SEASONAL INFLUENZA AND PANDEMIC INFLUENZA
	SEASONAL INFLUENZA
	PANDEMIC INFLUENZA

	
	

	A contagious respiratory illness caused by influenza viruses similar to those already circulating among people.
	Caused by a new influenza virus that people have not been exposed to before.  Likely to be more severe, affect more people, and cause more deaths than seasonal influenza because people have no immunity to the new virus.


	Symptoms include fever, headache, tiredness, dry cough, sore throat, runny nose, and muscle pain.  Deaths can be caused by complications such as pneumonia.


	Symptoms similar to the common flu, but may be more severe and complications more serious.



	Healthy adults usually not at risk for serious complications (the very young, the elderly, and those with certain underlying health conditions are at increased risk for serious complications).


	Healthy adults may be at increased risk for serious complications.

	Every year in the united States, on average:  

· 5% to 20% of the population gets the flu.
· More than 200,000 people are hospitalized from flu complications.
· About 36,000 people die from the flu.
	The effects of a severe pandemic could be much more damaging than those of a regular flu season:  

· It could lead to high levels of illness, death, social disruption, and economic loss.  

· Everyday life could be disrupted because so many people in so many places become seriously ill at the same time. 

· Impacts could range from school and business closings to the interruption of basic services such as public transportation and food delivery.


ATTACHMENT C:
SELF-SCREENING INFORMATION
Date: _____________________________

Last Name________________________     First Name_______________________  

Workforce Solutions Brazos Valley Board is concerned about your safety and the safety of all other employees.  We are monitoring the development of the pandemic influenza closely.  In the interest of maintaining a safe, healthy work environment, we are asking that you voluntarily monitor your health status by carefully completing this self-assessment each day before coming to work.

Do any of the following currently apply to you or members of your household?

· Temperature of 100 or above




· Shortness of breath

· Difficulty breathing

· Headache

· Diarrhea

· Muscular stiffness

· Loss of appetite

· Rash

· Feelings of Disorientation or Confusion

If you have checked any of the above:

You or your family member may have symptoms of influenza.  Seek medical attention and do not report to work or enter (Organization Name) buildings for 10 days following resolution of symptoms.  Submit this form via email to Human Resources Department.  

ATTACHMENT D:
It is important for you to think about health issues that could arise if a pandemic influenza occurs and how it could affect you and your loved ones. List each family member and provide the information listed or other information that might be helpful to a physician or nurse treating you or your loved ones.
	FAMILY EMERGENCY HEALTH INFORMATION SHEET
Name

Blood Type

Allergies

Medical Conditions
Medications and Dosages




Be able to locate these items quickly in a health emergency:  Birth certificates, immunization records for children and adults, social security cards, health insurance cards and policies.
ATTACHMENT E:
EMERGENCY CONTACTS

	CONTACTS
	NAME
	PHONE NUMBER

	Local personal emergency contact
	
	

	Out-of-town personal emergency contact
	
	

	Family Physician(s)
	
	

	Pharmacy
	
	

	Employer emergency contact
	
	

	Employer Hotline/Weather line
	
	

	Employer emergency contact  (Spouse)
	
	

	Employer Hotline/Weather line  (Spouse)
	
	

	School emergency information for:
	
	

	School emergency information for:
	
	

	School emergency information for:
	
	

	Religious/Spiritual Organization
	
	

	Veterinarian
	
	

	State Health Department (see list on www.pandemicflu.gov)
	
	


ATTACHMENT F:

EMPLOYEE CONTACT LIST
Use this form to gather information on employees (and the business owner) so that each person can be contacted at any time or place. After you have entered all your employees, assign a number to Call Order for each employee. You may choose to sort your employee list alphabetically or by call order.

	Name:
	     
	Call Order:
	     

	Position: 
	     

	Key Responsibilities: 
	     


	Home Address:
	     
	Country:
	     

	City, State, ZIP:
	     

	Home Phone:
	     
	Cell Phone:
	     

	Office Phone:
	     
	Pager/Beeper:
	     

	Fax: 
	     

	Home Email:
	     
	Work Email:
	     

	In-State Emergency Contact:
	     
	Relationship:
	     

	Emergency Contact Phone
	     
	Alt. Phone:
	     

	Out-of-State Emergency Contact:
	     
	Relationship:
	     

	Emergency Contact Phone:
	     
	Alt. Phone:
	     

	Notes:
	     


	Certifications:
	 FORMCHECKBOX 
    First Aid
	 FORMCHECKBOX 
    Emergency Medical Technician (EMT)

	
	 FORMCHECKBOX 
    CPR
	 FORMCHECKBOX 
    Ham Radio

	
	 FORMCHECKBOX 
    Special Licenses: 

	
	 FORMCHECKBOX 
    Other:      


ATTACHMENT G:

KEY SUPPLIER/VENDOR INFORMATION

Use this form to record information about your current suppliers and those you could use as an alternate choice.

Status:     FORMCHECKBOX 
   Current Supplier/Vendor                  FORMCHECKBOX 
   Back Up Supplier/Vendor 

	Company Name:
	     

	Account Number  (If relevant):
	     

	Materials/Service Provided:  
	     


	Street Address:
	     
	Country:
	     

	City, State, ZIP:
	     

	Company Phone:
	     

	Primary Contact Person:
	     
	Title:
	     


	Primary Contact Phone:
	     
	Primary Contact Cell:
	     

	Primary Contact Pager:
	     
	Primary Contact Fax:
	     

	Primary Contact Email:
	     

	Alt. Contact Person:
	     
	Title:
	     

	Alt. Contact Phone:
	     
	Alt. Contact Cell:
	     

	Alt. Contact Pager:
	     
	Alt. Contact Fax:
	     

	Alternate Contact Email:
	     

	Website address:
	     

	Recovery Notes: 
	     



ATTACHMENT H:

CRITICAL BUSINESS FUNCTIONS 

Use this form to identify what business functions are critical to your survival.  
	Business Function:
	     

	Priority:   
	 FORMCHECKBOX 
 High                           FORMCHECKBOX 
  Medium                         FORMCHECKBOX 
  Low

	Employee in charge:
	     

	Timeframe or Deadline:
	     

	Money lost (or fines imposed) if not done:
	     

	Who performs this function?  

	Employee(s):
	     

	Vendor(s):  
	     

	Key Contact(s):  
	     

	Who provides the input to those who perform the function? 

	Employee(s):
	     

	Vendor(s):  
	     

	Key Contact(s):  
	     

	Who requires or uses the output from this function?

	Employee(s):
	     

	Vendor(s):  
	     

	Key Contact(s):  
	     

	Brief description of procedures to complete function: 

(Consider writing procedures for two scenarios, one for a short disruption, and the other for loss of everything.)

	     

	Recovery Notes:  
	     


ATTACHMENT I:

RECOVERY LOCATION

Use this form to provide information on your recovery location(s), that is, where you will conduct business operations following an event. It could be at an alternate site, at a similar business through a mutual aid agreement, your own home, or if you are location dependent, at your primary place of business. You may require more than one location depending on a variety of factors, including departmental needs, number of employees, etc. If you identify more than one recovery location, be sure to clearly name each one in the Recovery Location field.
	Recovery Location: 

(Include  street address, city, state, zip code)
	     

	Building Owner/Manager:
	     

	Phone:
	     
	Alt Phone:
	     

	Pager:
	     
	Email:
	     

	Directions to recovery location: 


	     


	Business functions to be performed at recovery location:
	     

	Employees who should go to recovery location:
	     

	Recovery Notes: 
	     



ATTACHMENT J:

VITAL RECORDS
Use this form to identify records that are vital to perform your critical business functions. Use Media to indicate if the record is a print version, on a CD, diskette, etc.
	Name of Vital Record:
	     

	
	

	Media: 
	 FORMCHECKBOX 
 Network

 FORMCHECKBOX 
 Hard drive

 FORMCHECKBOX 
 External Hard Drive

 FORMCHECKBOX 
 Laptop

 FORMCHECKBOX 
 CD

 FORMCHECKBOX 
 Diskette
	 FORMCHECKBOX 
 Print Version

 FORMCHECKBOX 
 Microfilm

 FORMCHECKBOX 
 Internet

 FORMCHECKBOX 
 Other

Explain:       

	
	
	

	Is it backed up?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	
	
	

	Media for backup:
	 FORMCHECKBOX 
 Network

 FORMCHECKBOX 
 Hard drive

 FORMCHECKBOX 
 External Hard Drive

 FORMCHECKBOX 
 Laptop

 FORMCHECKBOX 
 CD

 FORMCHECKBOX 
 Diskette
	 FORMCHECKBOX 
 Print Version

 FORMCHECKBOX 
 Microfilm

 FORMCHECKBOX 
 Internet

 FORMCHECKBOX 
 Other

Explain:       

	
	
	

	How often is it backed up?
	 FORMCHECKBOX 
 Hourly

 FORMCHECKBOX 
 Daily

 FORMCHECKBOX 
 Weekly

 FORMCHECKBOX 
 Monthly

 FORMCHECKBOX 
 Quarterly
	 FORMCHECKBOX 
 Semi-Annually

 FORMCHECKBOX 
 Yearly

 FORMCHECKBOX 
 Never

 FORMCHECKBOX 
 Other

Explain:      

	
	
	

	Where is it stored?
	     

	Can the record be recreated?
	 FORMCHECKBOX 
Yes
	 FORMCHECKBOX 
 No

	Business function it supports:  
	     

	Recovery Notes:  
	     



ATTACHMENT K:
SUPPLIES 
Use this form to list supplies needed to fulfill your critical business functions.  A supply is anything you have not listed in previous forms.  It should have an order number and should include items essential to keep equipment or work processes functioning, (e.g. special fluid for a machine, special forms and/or checks).
	Item
	Item Order Number
	Quantity
	Supplier/Vendor(s):
	Related Business Function(s)

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	Recovery Notes: 
	     



ATTACHMENT L:
EQUIPMENT/MACHINERY/VEHICLES
Identify the key equipment/machinery necessary to perform your essential business functions, i.e. the equipment or machinery that would shut you down or severely curtail production of goods or services if it failed. This could include tools and spare parts vital to operation of equipment.  You may also want to list company-owned vehicles.
	Item:   
	     

	Model:   
	     

	Status:
	 FORMCHECKBOX 
 Currently in use       FORMCHECKBOX 
 Will lease/buy for recovery location 

	Primary Vendor/Supplier:
	     

	Alternate Vendor/Supplier:
	     

	Recovery location for installation:
	     

	Related business function(s):
	     

	Backup Available: 
	 FORMCHECKBOX 
Yes        FORMCHECKBOX 
   No 

	Order time for replacement:
	     

	Recovery Notes: 
	     


ATTACHMENT M:
COMPUTER EQUIPMENT AND SOFTWARE
Use this form to list the computer equipment, hardware and software you will need to fulfill your critical business functions.
If you go to a recovery location, it is likely you will need to lease or purchase computer equipment and replace your software. You may use this form to list what you would order, and in the Title & Version or Model No field, write "Unknown," or similar words, if you do not yet have that information. Be sure to explain in your Recovery Notes. The important thing is that your final plan includes what you need to perform your critical business functions. 
If you plan to order multiple items of the same type - e.g. keyboards or mouses - you can condense the information into one record.  You can list relevant details in Recovery Notes.

	Item:
	     

	Type:
	 FORMCHECKBOX 
 Computer Hardware      FORMCHECKBOX 
   Computer Software

	Status:
	 FORMCHECKBOX 
 Currently in use      FORMCHECKBOX 
 Will lease/buy for recovery location

	Primary Supplier/Vendor:
	     

	Alternate Supplier/Vendor:
	     

	Title & Version or Model No.:                       
(Enter “Unknown” if hardware/software

is to be leased/bought for recovery location)
	     

	Serial/Customer Number:
	     
	Registered User:
	     

	Purchase/Lease Price: 
	
	Purchase/Lease Date:
	     

	Recovery Install Location:  
	     

	Quantity (equipment) or No. of Licenses (software):
	

	License Numbers:
	

	Recovery Notes: 
	     


ATTACHMENT N:
VOICE DATA/COMMUNICATIONS
Use this form to list your voice and data communications needs. Communication with employees, vendors, customers, emergency officials and other key contacts is vital to your ability to resume business operations following a disaster event. This form should be used to determine what telecommunications equipment you need to help you with that communication.

If you go to a recovery location, it is likely you will need to lease or purchase telecommunications equipment. You may use the Voice/Data Communications form to list what you would order, and in the Description & Model No. field, write "Unknown," or similar words, if you do not yet have that information.  Be sure to explain in Recovery Notes. 

If you plan to purchase or lease multiple items of the same type – (e.g. telephones - you can condense the information into one record).  List relevant details in Recovery Notes.
	Type of Service: 
	 FORMCHECKBOX 
 Telephone

 FORMCHECKBOX 
 PBX w/ ACD (Private Branch 
     Exchange w/ Automatic Call 
     Distribution)  

 FORMCHECKBOX 
 PC Data Communications

 FORMCHECKBOX 
 Cell Phone
	 FORMCHECKBOX 
 Satellite Phone

 FORMCHECKBOX 
 Fax Machine

 FORMCHECKBOX 
 Two-way Radio and Pager

 FORMCHECKBOX 
 Other

Explain:      

	Description & Model Number:  
	     

	Status: 
	 FORMCHECKBOX 
 Currently in use              FORMCHECKBOX 
   Will lease/buy for recovery location

	Voice Communications Features:
	 FORMCHECKBOX 
 Voice mail

 FORMCHECKBOX 
 Speaker

 FORMCHECKBOX 
 Conference 

 FORMCHECKBOX 
 Text Messaging
	 FORMCHECKBOX 
 Conversation recorder

 FORMCHECKBOX 
 Other

Explain:      
  

	Data Communications Features:
	 FORMCHECKBOX 
 Cable

 FORMCHECKBOX 
 DSL

 FORMCHECKBOX 
 T-1
	 FORMCHECKBOX 
 Dial-up

 FORMCHECKBOX 
 Other

Explain:      

	Quantity:
	     

	Primary Supplier/Vendor: 
	     

	Alternate Supplier/Vendor:
	     

	Recovery/Install Location:
	     

	Recovery Notes:
	     


ATTACHMENT O:
MISCELLANEOUS RESOURCES
Use this form to list the basics to make your recovery site operational, such as office furniture, safes, mail bins, and other items needed for the recovery location. Consider any unique recommendations for people with special needs.
	Item
	Quantity
	Primary Supplier/Vendor
	Alternate Supplier/Vendor
	Recovery Location

	Chairs
	     
	     
	     
	     

	Desks
	     
	     
	     
	     

	Extension Cords
	     
	     
	     
	     

	Drop Chords
	     
	     
	     
	     

	Surge Protectors
	     
	     
	     
	     

	Power Strips
	     
	     
	     
	     

	File cabinets
	     
	     
	     
	     

	Mail bins
	     
	     
	     
	     

	Portable air conditioners/fans
	     
	     
	     
	     

	Safes
	     
	     
	     
	     

	Tables
	     
	     
	     
	     

	Waste baskets
	     
	     
	     
	     

	Other      
	     
	     
	     
	     


ATTACHMENT P:
WASH YOUR HANDS!
The most important thing you can do to keep from getting sick is wash your hands!
Hand washing is one of the most important measures to reduce the risks of transmitting infection from one person to another.

Hand washing with soap and water, alcohol-based sanitizer, or antiseptic hand wash should be performed regularly; especially after contact with high transmission surfaces (e.g. door knobs, communal surfaces, money, etc.).  Hands should be dried, preferably with disposable towels.  Use disposable towels to open doors.

Hand washing and drying should always be done after coughing, sneezing, or handling used tissues or after touching objects, materials or hard surfaces that may have been contaminated by someone else with an infectious illness.

Hand-to face-contact such as can occur during eating, normal grooming, or smoking presents significant risks because of the potential for transmission of influenza from surfaces contaminated with wet, respiratory droplets from coughing or sneezing.  Hand washing should always be carried out before and after eating, grooming, smoking or any other activity that involves hand-to-face contact.
ATTACHMENT Q:
Illnesses like colds and influenza are spread from person to person in respiratory droplets from coughs and sneezes.  A droplet from the cough or sneeze of an infected person can move through the air and be deposited on the mouth or nose of people nearby.  Germs can be spread when a person touches respiratory droplets from another person on surfaces like keyboards, faucets, door knobs and railings.

Developing good health habits is important in preventing the spread of influenza:
· Get the flu shot – The single best way to prevent the flu is to get vaccinated each year.

· Cover your mouth and nose – Cover your mouth and nose with a tissue when coughing or sneezing.  Throw the tissue in the trash and then wash your hands.  It may prevent those around you from getting sick.   If you do not have a tissue, cough or sneeze into clothing such as your sleeve.

· Wash your hands – Washing your hands often with soap and water will help protect you from germs and will keep you from spreading germs. Wash your hands for 15 to 20 seconds (about the same amount of time it takes to sing the Happy Birthday Song twice).  When soap and water are not available, use alcohol-based disposable hand wipes or gel sanitizers.

· Avoid touching your eyes, nose or mouth – Germs are often spread when a person touches something contaminated with germs and then touches his or her eyes, nose or mouth.

· Avoid close contact with people who are already sick – Avoid close contact with people who are sick.  When you are sick, keep your distance from others to protect them from getting sick, too.

· If you get sick, stay home – If possible, stay home from work, school, and errands when you are sick.  Keeping your distance from others may protect them from getting sick.

· Maintain a healthy lifestyle – Get regular exercise, plenty of rest, and eat healthy.

· If you feel sick, call your doctor – When you are sick or have flu symptoms, check with a health care provider as needed.

This document is confidential under the Texas Public Information Act, Government Code Chapter 552.  It is not intended for public use.  Please limit distribution to individuals on a "need to know" basis.














PAGE  

