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PANDEMIC CONTINGENCY PLAN POLICY
Purpose
The purpose of this policy is to establish a contingency plan to be followed in the event of a pandemic as a result of an infectious disease.

Definition
A pandemic means a rapid outbreak of an infectious, often viral, disease that spans a large and potentially densely populated area, usually multiple countries. Recent examples include the “Covid-19” pandemic and the “swine flu” outbreak, scientifically identified as the H1N1 virus. 
Preparation for an outbreak
In the event of an outbreak, Employees may not be in attendance at the place of work. In order for Employees who are in attendance to perform efficiently, each Department Manager must ensure that they keep a regulated, up to date list with the following information:
· Employee’s contact details;
· Employee’s passwords to access any software operated by the organisation.
The HR Manager must keep this list in a secure file marked “contingency plan”.
The Department Manager also has a responsibility to ensure that the HR Manager stores, inside the secure contingency plan file, a copy of keys for all desks, filing cabinets, and other items. 
All Department Managers are also required to identify and list the key tasks that are performed by the department for the organisation. Department Managers are responsible for ensuring the training of at least three Employees of the organisation so that they are adequately equipped to perform such tasks. The HR Manager is responsible for holding this list of tasks and those individuals trained to perform them, inside the secure contingency plan file.
In the event of an outbreak – those who are infected
If an employee thinks he has been infected by the virus as outlined under the heading titled ‘Definition’ of this policy, he must NOT attend the workplace, or meet with any colleagues until a qualified medical practitioner has confirmed his full recovery from the virus. 
It is the nature of pandemic outbreaks for the disease to be highly infectious, and so attending work, regardless of well-meaning intentions, creates a hazardous environment for other non-infected Employees, who may become susceptible to the virus in the presence of an infected person. 
Any Employee infected by the virus must contact the organisation remotely in accordance with the company’s Sickness Absence policy.

In the event of an outbreak – work activities
In the event of an outbreak, all non-essential work events, such as conferences, training, and meetings, will be postponed and/or cancelled. Reasons for cancellation include:

· to minimise contact between individuals (and hence reduce the opportunity for the virus to be transmitted);
· to allow those who are not infected to continue with crucial work activities.
Employees will be required to make use of remote communication, including video conferencing and teleconferencing, as much as possible in order to minimise the amount of physical interaction between individuals.
In the event of an outbreak – working
In the event of an outbreak, all Employees who have not been infected are required to continue work as usual. It is likely that Employees will be asked to work from home whenever possible in order to protect Employees and reduce virus transmission.

Employees may be required to cover the roles of their absent colleagues. It is the obligation of healthy Employees to continue to perform, within the level of their skill and ability, all tasks assigned to them.

Communication
In the event of an outbreak, the organisation will use the company intranet to communicate with its Employees. It will be regularly reviewed and updated with advice. Employees who do not have remote access to the Company intranet are obligated to phone the HR department for assistance, or otherwise, their line manager.

The HR Manager is responsible or intranet communication. If he is unable to update the intranet communication himself, this will be executed by <<INSERT POSITION>>.
Additional advice
Regardless of the guidelines set out in this policy, the organisation will follow guidelines and advice given by government bodies including the Department of Health and the Health and Safety Executive in the event of a pandemic. 
Irrespective of the guidelines set out in this policy, in the event of an outbreak the organisation will follow guidelines given by government bodies such as the Department of Health and the Health and Safety Executive.
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