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Worksheet for STEP 1 - Get Broad Organizational Support and Establish Service Continuity Planning Committee 
Service Continuity Plan Contact Person
The following person is delegated the primary responsibility for leadership and direction of the Service Continuity Plan and will serve as the agency spokesperson in case of an interruption.
	Name Primary 
SCP Manager:
	
	Position:
	

	Work Phone:
	
	Cell Phone:
	

	Home Phone:
	
	E-mail Address
	


If the primary person is unable to serve, the person below will assume this responsibility  
	Name Secondary 
SCP Manager:
	
	Position:
	

	Work Phone:
	
	Cell Phone:
	

	Home Phone:
	
	E-mail Address
	


Pandemic Influenza Planning Committee Members
	Team Member
	Title

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Worksheets for STEP 2 - Identify Essential Services

	Services Delivered

	1
	

	2
	

	3
	

	4
	

	5
	

	6
	

	7
	

	8
	




	Critical Service to Clients
	Maximum Acceptable Downtime

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	6
	
	

	7
	
	

	8
	
	


Worksheets for STEP 2 - Identify Essential Services

Essential Functions

	Essential Functional 
Support Required
	<24 hrs
	48 hrs
	72 hrs
	1 week
	2 weeks
	1 month
	> 1 month

	Staff
	
	
	
	
	
	
	

	Information Technology
	
	
	
	
	
	
	

	Critical Records
	
	
	
	
	
	
	

	Internet
	
	
	
	
	
	
	

	Facilities
	
	
	
	
	
	
	

	Communication
	
	
	
	
	
	
	

	Transportation
	
	
	
	
	
	
	

	Equipment
	
	
	
	
	
	
	

	Furnishings
	
	
	
	
	
	
	

	Supplies
	
	
	
	
	
	
	

	Vendors
	
	
	
	
	
	
	

	(other)
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	




Critical Records (List in order of importance)
	Description  of Information
	Media
	Manager of information
	Alternate Staff

	
	Paper
	Electronic
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Date:
__________________________

By:
__________________________

Scheduled update: _________________
Worksheets for STEP 3 - Address Workforce Considerations

Staff Requirement for Critical Functions

	Critical Function or Activity
	Current Staff

Numbers
	Minimum Staff normally required
	Pandemic Staff Reduction (up to 40%)
	Potential Pandemic Staff Shortfall

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	

	7
	
	
	
	
	


Identification of Essential Staff

(Duplicate table as necessary)
	1
	Name of Essential Function:



	2
	What would be the impact if this function was disrupted over an extended period of time? 



	3
	Personnel who can perform of this function, followed by back-up personnel who have been trained or cross-trained to perform this function:



	
	Name/Position of principal person:



	
	Name/Position of back-up person 1:



	
	Name/Position of back-up person 2:



	
	Name/Position of back-up person 3:



	4
	List any additional needs and opportunities to cross-train staff and volunteers to perform this critical function.




Worksheets for STEP 4 - Ensure Availability of Critical Services, Supplies and Equipment
Sample Telephone Call Tree Protocol
	Position/Title
	Name
	Phone Number
	Order of Call Down
	Person Initiating Call Down
	Person Terminating Call Down

	Primary SCP Manager
	
	
	1
	(
	

	Secondary SCP Manager
	
	
	2
	
	

	Staff A
	
	
	3
	
	

	Staff B
	
	
	4
	
	

	Staff C
	
	
	5
	
	

	Staff D
	
	
	6
	
	

	Staff E
	
	
	7
	
	(


The last person on the telephone call tree list calls the first person (in this case, the primary pandemic flu manager) after receiving his/her call in order to confirm that the call down has been successfully completed.
Communication with Key External Contacts

	Agency
	Contact Name
	Phone number
	Email Address

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Worksheets for STEP 4 - Ensure Availability of Critical Services, Supplies and Equipment
Key Agency Contact Information
(duplicate as required)
	Organization Name:



	Contact Name:



	Phone:



	E-mail Address:



	You are relying on this organization for the following assistance/guidance: 



	You are partnering with this organization in the following manner:



	Is the service of this agency critical during a pandemic?




	Organization Name:



	Contact Name:



	Phone:



	E-mail Address:



	You are relying on this organization for the following assistance/guidance: 



	You are partnering with this organization in the following manner:



	Is the service of this agency critical during a pandemic?




Worksheets for STEP 4 - Ensure Availability of Critical Services, Supplies and Equipment
Summary of Key External Service Vendors

	Vendor Type
	Contractor/Vendor
	Business Phone
	Alternate Phone
	Other

	Computer system
	
	
	
	

	Hydro
	
	
	
	

	Phone system
	
	
	
	

	Electrician
	
	
	
	

	Gas Company
	
	
	
	

	Glass Company
	
	
	
	

	HVAC Service
	
	
	
	

	Janitorial Service
	
	
	
	

	Locksmith
	
	
	
	

	Movers / Storage
	
	
	
	

	Office Equipment
	
	
	
	

	Office Supplies
	
	
	
	

	Plumber
	
	
	
	

	Security Systems
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Date:
__________________________

By:
__________________________

Scheduled update: _________________
Worksheets for STEP 4 - Ensure Availability of Critical Services, Supplies and Equipment
Key External Vendor Information
The following information should be on file for each external vendor: 

(duplicate as necessary)

	Vendor name
	

	Good / Service Provided by Vendor
	

	Vendor account number
	

	Vendor contact person
	

	Phone  number
	

	Fax / mobile numbers
	

	Email / web contact
	

	Person authorized to contact / place order
	

	Alternate person
	

	Address of vendor
	


	Vendor name
	

	Good / Service Provided by Vendor
	

	Vendor account number
	

	Vendor contact person
	

	Phone  number
	

	Fax / mobile numbers
	

	Email / web contact
	

	Person authorized to contact / place order
	

	Alternate person
	

	Address of vendor
	


Date:
__________________________

By:
__________________________

Scheduled update: _________________
Worksheets for STEP 4 - Ensure Availability of Critical Services, Supplies and Equipment
Computer and Key Equipment (i.e. office hardware, software, ISP)
(List in order of importance)

	Office
	Equipment
	Serial #
	Security Level (L,M,H)
	Own or Lease
	Vendor / Service Agency
	Person Responsible

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Date:
__________________________
By:
__________________________
Scheduled update: _________________
Worksheet for STEP 5 - Implement Workforce Protection Measures
Information Sharing of Pandemic Influenza Plan
	Staff and Internal Organization Members
	#Copies

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


	External Agencies / Organizations
	#Copies

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Date:
__________________________

By:
__________________________

Scheduled update: _________________
Worksheet for STEP 5 - Implement Workforce Protection Measures
Record of Changes

The Service Continuity Planning Guide will be reviewed semi-annually on __/__ and __/__, making any necessary changes or additions.  (date e.g. First of February and the first of November.)
	Change Number
	Date of

Change
	Change Made by

(Signature)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Checklist

1. Get broad leadership and governance support. Establish a Service Continuity Plan Committee. 
	Task
	Not Started
	In Progress
	Complete
	Date of Completion
	Person Assigned

	Obtain support of your organization’s executive, governance, and service leadership in supporting a Service Continuity Plan project
	
	
	
	
	

	Assign key staff as a Planning Committee, with the authority to develop, maintain and act upon an influenza pandemic preparedness and response plan.
	
	
	
	
	

	Assign the person within your organization who will take the lead for developing the Service Continuity Plan.
	
	
	
	
	

	Find up-to-date, reliable pandemic information and other public health advisories from state and local health departments, emergency management agencies, and BCCDC. Make this information available to your organization and others.
	
	
	
	
	

	Share information about your pandemic preparedness and response plan with staff, members, and persons in the communities that you serve.
	
	
	
	
	

	Advise staff, members, and persons in the communities you serve to follow information provided by public health authorities--state and local health departments, emergency management agencies, and BCCDC.
	
	
	
	
	

	When appropriate, include basic information about pandemic influenza in agency and public meetings (e.g. classes, trainings, small group meetings and announcements).
	
	
	
	
	




2. Identify the Essential Services of your Organization and the Support required to maintain.
	Task
	Not Started
	In Progress
	Complete
	Date of Completion
	Person Assigned

	Determine the potential impact of a pandemic on your organization’s usual activities and services. Plan for situations likely to require increasing, decreasing or altering the services your organization delivers.
	
	
	
	
	

	Try to determine the Maximum Allowable Downtime for each critical service within your CBO.
	
	
	
	
	

	Consider focusing your organization’s efforts during a pandemic to providing services that are most needed during the emergency
	
	
	
	
	

	Prioritize the organizational support functions that are most essential to maintaining your critical client services
	
	
	
	
	

	Assure that critical records are safe, accessible, and recoverable in the event of a service disruption.
	
	
	
	
	

	Identify persons with special needs (e.g. elderly, disabled, limited English speakers) and be sure to include their needs in your response and preparedness plan. Establish relationships with them in advance so they will expect and trust your presence during a crisis.
	
	
	
	
	

	Ensure that what you communicate is appropriate for the cultures, languages and reading levels of your staff, members, and persons in the communities that you serve.
	
	
	
	
	




3. Address Workforce Considerations:
	Task
	Not Started
	In Progress
	Complete
	Date of Completion
	Person Assigned

	Outline what the organizational structure will be during an emergency and revise periodically. The outline should identify key contacts with multiple back-ups, role and responsibilities, and who is supposed to report to whom.
	
	
	
	
	

	Identify and train essential staff (including full-time, part-time and unpaid or volunteer staff) needed to carry on your organization’s work during a pandemic. Include back up plans, cross-train staff in other jobs so that if staff are sick, others are ready to come in to carry on the work.
	
	
	
	
	

	Set up policies for non-penalized staff leave for personal illness or care for sick family members during a pandemic.
	
	
	
	
	

	Set up mandatory sick-leave policies for staff suspected to be ill, or who become ill at the worksite. Employees should remain at home until their symptoms resolve and they are physically ready to return to duty
	
	
	
	
	

	Set up policies for flexible work hours and working from home.
	
	
	
	
	

	Assure that decision-making authority and leadership succession is in place in case of senior staff incapacitation.
	
	
	
	
	

	Plan for staff absences during a pandemic due to personal and/or family illnesses, quarantines, and school, business, and public transportation closures. Staff may include full-time, part-time and volunteer personnel.
	
	
	
	
	

	Set procedures for activating your organization’s response plan when an influenza pandemic is declared by public health authorities and altering your organization’s operations accordingly.
	
	
	
	
	




4. Ensure Availability of Critical Services, Supplies, and Equipment
	Task
	Not Started
	In Progress
	Complete
	Date of Completion
	Person Assigned

	Determine the potential impact of a pandemic on outside resources that your organization depends on to deliver its services (e.g., supplies, travel, etc.)
	
	
	
	
	

	Determine the possibility of building an inventory of necessary supplies and materials 
	
	
	
	
	

	Develop contingency plans to maintain equipment and supplies which are required for essential services
	
	
	
	
	

	Keep an updated list of key external agency contacts, and the service that they can provide in case of a disruption.
	
	
	
	
	

	Maintain a list of key external vendors that are essential to the function of your organization and the provision of client services 
	
	
	
	
	

	Determine the amount of supplies needed to promote respiratory hygiene and cough etiquette and how they will be obtained.
	
	
	
	
	




5. Implement Workforce Protection Measures
	Task
	Not Started
	In Progress
	Complete
	Date of Completion
	Person Assigned

	Distribute materials with basic information about pandemic influenza: signs and symptoms, how it is spread, ways to protect yourself and your family (e.g., respiratory hygiene and cough etiquette), family preparedness plans, and how to care for ill persons at home.
	
	
	
	
	

	Develop tools to communicate information about pandemic status and your organization’s actions. This might include websites, call trees, flyers, local newspaper announcements, pre-recorded phone messages, etc.
	
	
	
	
	

	Evaluate your organization’s usual activities and services to identify those that may facilitate virus spread from person to person. Set up policies to modify these activities to prevent the spread of pandemic influenza (e.g. guidance for respiratory hygiene and cough etiquette, and instructions for persons with influenza symptoms to stay home rather than visit in person.)
	
	
	
	
	

	Follow travel recommendations during an influenza pandemic. Recommendations may include restricting travel to affected domestic and international sites, recalling non-essential staff working in or near an affected site when an outbreak begins, and distributing health information to persons who are returning from affected areas.
	
	
	
	
	

	Work with local health authorities to encourage yearly influenza vaccination for staff, members, and persons in the communities that you serve.
	
	
	
	
	

	Evaluate access to mental health and social services during a pandemic for your staff, members, and persons in the communities that you serve; improve access to these services as needed.
	
	
	
	
	

	Consider your organization’s unique contribution to addressing rumors, misinformation, fear and anxiety.
	
	
	
	
	




6. Coordinate with External Organizations and Exercise the Plan.
	Task
	Not Started
	In Progress
	Complete
	Date of Completion
	Person Assigned

	Test your response and preparedness plan using an exercise or drill, and review and revise your plan as needed.
	
	
	
	
	

	Review the roles of federal, provincial, and local public health agencies and emergency responders and what to expect and what not to expect from each in the event of a pandemic.
	
	
	
	
	

	Share your preparedness and response plan with other agencies and what your organization is able to contribute, and take part in their planning. Assign a point of contact to maximize communication between your organization and others.
	
	
	
	
	

	Review the roles of federal, provincial, and local public health agencies and emergency responders and what to expect and what not to expect from each in the event of a pandemic.
	
	
	
	
	

	Work with local and/or provincial public health agencies, emergency responders, local healthcare facilities and insurers to understand their plans and what they can provide. 
	
	
	
	
	

	Coordinate with emergency responders and local healthcare facilities to improve availability of medical advice and timely/urgent healthcare services and treatment for your staff, members, and persons in the communities that you serve.
	
	
	
	
	

	Share what you’ve learned from developing your preparedness and response plan with other Community-Based Organizations to improve community response efforts.
	
	
	
	
	

	Work together with other Community-Based Organizations in your local area and through networks to help your communities prepare for pandemic influenza.
	
	
	
	
	

	Periodically review the Service Continuity Plan. Record and date changes that are made.
	
	
	
	
	


Table Top Exercise
Post-exercise Discussion

	Findings

	1
	

	2
	

	3
	

	4
	


	Recommendations

	1
	

	2
	

	3
	

	4
	


	Actions

	1
	

	2
	

	3
	

	4
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