Corona Virus Action Planning Guide
1. Immediate Actions
Public Relations

· Create communication plan to impacted and potential impacted customers, employees, corporate, etc.

· Appoint staff to communicate with customers in event of site lockdown

· Create/update employee contact numbers and emergency contacts

· Create/update site call tree

· Plan for social media management

Management

· Appoint a COVID-19 Flu Manager and Deputy for the site. They will serve as:

· Point of contact for government agencies

· Point of contact for local HR and other business units

· Communicate  staff on company policies and measures regarding COVID-19 developments

· Site management shall monitor CDC and WHO websites for information

· CDC and WHO are the best source for accurate information

· Analyze supply chain for critical materials that are sourced in current hotspot regions

· Secure an adequate 3-4 month supply

· Identify suitable business partners to manage samples in event of facility shut down or capacity reduction

· Identify essential suppliers and service providers, and discuss continuity issues with them such as understanding and implementation of their BCP 

· Identify essential customers and ensure that plans are in place to meet customer needs

·  Develop a plan on how and when to activate: 

· Alternative suppliers 

· Alternative delivery means to customers

· Create plans for reduced work force

· Create plans for alternate shift work to separate employees :
· Set up alternate teams of employees (e.g. Team A & Team B) who can be deployed at different work schedules (e.g. Team A working in the office at alternate weeks, while Team B telecommutes). Team A and Team B should be physically segregated to avoid the risk of infection between teams.

· ( Cross-train workers and establish covering arrangements to minimize disruptions

· Create plans for work from home as much as possible

· Create company internal and external visitor policy and SOP
· Develop plan for continuity of leadership

Health & Safety 

· Encourage employees to stay at home, take PTO/sick leave if feeling flu symptoms

· Minimize large group meetings (town hall, conferences, etc.)
· Use remote conferencing as much as possible

· Ask employee to minimize or end hand shaking and other personal contact
· Purchase and secure 3+ month supply of gloves and other consumables

· Case of bleach, disinfecting wipes, IR thermometer, etc.

· Purchase and distribute hand sanitizer throughout facility 

· Meeting rooms, entrances and other strategic locations

· Begin campaign encouraging employees to wash hands often

· Educate employees on hand washing vs. hand sanitizer (Materials available at link to CDC in Reference Material section) 

· Be conscious of touching one’s own face

· Housekeeping should include wiping down community area surfaces regularly with a disinfecting agent

· Masks and N95 filtering face pieces are recommended to be worn in health care settings only per FDA
· Essential travel only

· Cancel all travel to hotspot regions (hotspot being defined as areas of elevated incidence or prevalence.)
· Employees returning from hotspot regions should not enter company facilities for 14 days of symptom free health
IT
· Ensure VPN connections are stable and operational at all times

· Critical staff must have access to their laptops at all times

· Spare laptops may need to be stored at alternative location
2. Actions When Your Region becomes a Hotspot
· Execute plans developed in Section 1 as necessary

· Designate an isolation area within the facility and isolation route to get symptomatic employees there

· Identify health care facilities symptomatic employees can go to

· Organize non-public transportation for staff

· Highly recommend employees do not leave premises during work hours (e.g. going to restaurants for lunch)

· Organize cleaning & disinfecting of affected premises daily especially break/lunch rooms and restroom facilities
· Strict compliance with company internal and external visitor policy and SOP
· If advised by CDC, begin employee monitoring programs for COVID-19 symptoms (e.g. temperature reading at start and end of shift)

3. Reference materials

· EPA registered disinfectants against Novel Coronavirus SARS-CoV-2 list: https://www.epa.gov/sites/production/files/2020-03/documents/sars-cov-2-list_03-03-2020.pdf
· CDC on COVID-19: https://www.cdc.gov/coronavirus/2019-ncov/index.html
· WHO on COVID-19: https://www.who.int/emergencies/diseases/novel-coronavirus-2019
· Hand washing posters: https://www.cdc.gov/handwashing/posters.html
· Hand washing fact sheets: https://www.cdc.gov/handwashing/fact-sheets.html
· Travelers information: https://www.cdc.gov/coronavirus/2019-ncov/travelers/index.html
