Outbreak, Epidemic and Pandemic Response Plan

Planning Tool – Administrative and Service Operations

Planning for a communicable disease pandemic is a distinct sub plan of the Trent University Emergency Response Plan.   In the case of a communicable disease outbreak there will be an alert period in which the university can begin implementing stricter hygiene rules, reviewing policies and monitoring WHO communications.  As people become ill or stay home to care for ill relatives and friends, absenteeism may increase to the point that the university will have to decide when to cancel various operations up to and including closing the university, possibly for an extended time.  
Because we have a resident population of students, we must plan to maintain essential services (heat, water, power, food services, health services) for as long as possible and have a plan in place to evacuate students to a municipal shelter should we be unable to maintain these services.  Human Resources, financial and academic policies must be in place to handle payroll, tuition, academic credit and enrolment adjustments in advance of a pandemic.

The following checklists are provided to assist in the communicable disease planning process for administrative and service departments.  The completed plan, along with all policy and procedure documents that are developed or adapted for the specific case of responding to a pandemic (Ex.  Retroactive withdrawal policy; attendance policy, consent forms for emergency contacts for staff & faculty), are to be returned to the Risk Management Office.

Considerations

1. Plans are to be completed according to the ethical guidelines adapted by the Pandemic Management Committee:

i) Respect for the individual – using least restrictive measures possible.

ii) Equity – treating people equally whether infected or well.

iii) Utility – the greatest good (quantity) for the greatest number affected.

iv) Beneficence – the greatest good (quality) for the greatest number affected.

v) Efficiency – maximize care and response while minimizing non-beneficial expenditure.

(Ethical Issues in Pandemic Flu, 2005)

2. Anticipate that you will not be present to implement the plan and ask if it is transparent enough for your designate or someone unfamiliar with your operation to implement.

3. Identify the people you see at work each day.  Anticipate that 60% of those people are not available, either because of illness or because they are caring for someone who is ill.

4. Is the plan consistent with your departments’ Emergency Response Plan?  Does it identify core operations, critical services and key personnel?
5. Are communication and training included at each stage of the plan?

6. The OEPRP anticipates that the university could be closed for up to 8 weeks at a time in three separate waves several weeks apart.  How does your plan change if the first wave starts in October? January?  March?

7. Assess what can be done and also what can NOT be done.

8. Identify day-to-day supplies that could be interrupted and determine if they have a business continuity strategy in place.  This is the external dependencies section of the emergency plan questionnaire.

9. How will attendance be tracked for faculty and students to ensure that academic accommodations match the actual number of classes or assignments missed by one, the other or both? (Match to individual academic departmental plans.)
Checklist

Administrative & Service Department Planning

Athletics

· Assess balance of activity shut-down v. assisting in mitigation of impact of quarantines

· Determine when specific athletic operations will be shut down eg. All community activities at the Alert stage, all activities in epidemic or pandemic

· Have refund  and financial recovery policy/plan in place

Communications

· WHO – Outbreak communication guidelines: ww.who.int/csr/resources/publications/WHO_CDS_2005_28en.pdf

· Website, intranet.  5 day delay expected from traditional media on updates – identify applicable and helpful blogs.

· Back-up plan for lack of access to campus, IT or other electronic communications 

· Identify communication strategy for post epidemic and pandemic opening of campus.

· Print materials produced in advance with fill-in-the blank sections.

· All materials accessible to meet AODA compliance.

Conference Services

· Adapt Cancellation Policy to match Public Health measures on public gatherings and to address university closure.
· Include Force Majeure clause in all contracts.

Counselling, EAP & Spiritual Affairs
· Develop materials on grieving that fit a large scale illness and loss.  Draw on lessons from tsunami and hurricane regions.

· Identify emotional and intellectual responses that people might anticipate at the various 
stages of an epidemic or pandemic.

· Identify internal and external resources to extend counselling resources – ex.  Fleming 

College Counselling Centre, Psychology faculty, nursing faculty.

· Develop materials for people coping with the restriction of personal freedom and sense of isolation during quarantine.  

External Relations and Advancement
· Apply Public Health measures to all ERA events and gatherings.

· Communicate to stakeholders, including city and provincial partners, alumi and donors.

Financial Services/Fees

· Refund Policy developed in consultation with Registrar’s Office.
· Rationale provided to campus in advance to assist in future questions & compliance.

· Projections of revenue loss based on refunds and declining enrolment required for multiple scenarios of different timing of university closure and different percentages of enrolment reductions.

· Business Recovery Plan should include agreements for bridge financing from Province of financial lending institutions Note: Business interruption insurance only covers losses caused by physical damage to property.  CURIE advises that there is no insurance available to cover losses attributable to illness.
Health Education

· Education materials to provide to campus:

· ILI – Influenza Like Illness – how to identify; stay at home

· What is an outbreak, epidemic, pandemic?

·  Preventative measures – handwashing, cover your cough, social distancing.
· Quarantine – what is it?  Why implemented?  What to expect?

· Supplies for home environment.

· What to expect after infection – ongoing illness, complications,

· fatigue, bereavement, financial loss

· Initiate Blog for ongoing discussion

· Stigmatization – how to avoid; responsibility not to participate

Health Services

· Contact with Peterborough County City Health Unit (PCCHU) 
· Coordinate distribution of anti-viral medication when and if available
· Procedures for handling body if mortuary services delayed.

Housing

· Contract updates for pandemic to address:

· quarantine

· requirement to vacate

· accommodation during closure of university

· refund policy for first three items.

· Develop and implement training module for residence life staff on CDRP, triage,

· personal risk assessment, contract changes, rationale for plan elements.

· Quarantine protocol.

· Coordination with Food Services, Caretaking, Health Services (see draft)

Human Resources

· Policy and communications on how individuals assess level of risk to take.

· Identify how campus will support staff and faculty who might be under quarantine or who are ill and without family/friend support .

· Sunlife –  confirm Pandemic Planning and scenario of different level of long term illness and high mortality rates.

· Establish list of essential workers (adapt from Crisis Response Plan)

· Assist in training staff on triage to identify early symptoms of flu.

· Maintain lists of staff and faculty with contact and emergency contact information.

· Work with OPSEU, TUFFA, and CUPE and exempt staff to establish agreement on roles of members during a pandemic, expectations re: emergency shifts, overtime, volunteerism, vaccine programs, provision for external contractors as required, buddy system for reporting illness.  

· Policy on staff and faculty layoffs in the event of an extended closure.  

· Assist in delivery of staff education and training programs.

· Support of EAP activities listed above.

· Develop or adapt policies specific to the requirements of a pandemic.  Ex.



-Attendance Policy – during and post pandemic



-Compensation policy during closure – compliance plan dependent on mitigation



of financial hardship



-Death Response Plan – staff & faculty



-Travel Policy



-compliance with Ontario Emergency Management orders


-consent forms for contacting emergency contacts



-vaccine recommendations/policy for return to work

Information Technology
· Maintain essential telephone and internet communication services in the absence of up to 50% of IT staff and outside contractors.

· Establish virtual meeting and hotline capabilities.

Physical Resources Department

· Extensive staff training on communicable disease outbreak, epidemic and pandemic plan, implications and procedures.
· Identify means to increase fresh air intake to buildings per Toronto Pandemic Influenza Plan Public Health Measures

· Establish multi-layered personnel back-up to support essential services of water, electricity, heat 

· Cleaning and de-contamination procedures during and post outbreak to include: Air handling units, duct cleaning, furniture and carpets, recycling and waste receptacles, laundry machines and floor Scrubbers; all door and cabinet latches and/or handles, light switches and plates, soap dispensers, taps, sinks and drains, towel dispensers and hand dryers, handrails, telephone receivers, keyboards, hair handles.
· Mail – if still delivered – priority to anyone in quarantine

Registrar’s Office

· Identify all policies related to withdrawals and sick leave and establish the maximum number of students that the policies can accommodate.  Identify policy adaptations for high volume requests.  
· Establish standard documentation requirements for withdrawals & retro-active withdrawals based on personal illness or on illness/death of a family member.
· Work with Financial Services to establish policy and process regarding refunds.
· Ensure that emergency and local contact information for all students is updated at least twice annually and is available to Student Affairs electronically and in printed report.
Risk Management
· Identify safety risks beyond infection when campus is short staffed or closed.

· emergency evacuation or check of buildings during fire alarm

· security of labs

· security of property

· resources in short supply (water, food) believed to be on campus

· Designate entry points to campus during closure for safety of those on campus.

· Plan to obtain sufficient personnel (volunteers, contractors) to deny access to campus under the Trespass to Property Act during a closure.

· Ensure sufficient Business Recovery Insurance is in place to cover a pandemic situation.

· Determine WSIB position on pandemic losses.

Student Affairs

· Training for student leaders on Response Plans – issues of social distancing.
· Communication to students and parents of Response Plans, what Trent’s Communicable Disease Response plan includes, where to find information, education on establishing family plans for contact.

· Obtain up to date lists of students, emergency contact info & consent to contact from the Registrar’s Office twice annually.
· Adapt Student Death Response Plan to respond to multiple losses, including requirements for handling and temporary storage of deceased.
· Ensure Aramark Contract has an addendum regarding communicable disease that would include; expectations of financial model during closure, provision of essential services during closure if students in residence, stocking supplies of food and water, security requirements if operational during closure and vaccination recommendations/policy to match Trent’s policies.
Trent International Program

· Maintain up-to-date information on the location of all international students at Trent and Trent students studying abroad.

· Identify communications needs for students in ESL programs.

· Establish plan for establishing and maintaining contact with international students at Trent during an outbreak, epidemic or pandemic.  Include identification of students who may require home support or re-location to campus.

· Track communicable disease outbreak, epidemic and pandemic occurrences in areas around the globe where we currently have students or plan to send students.
· Determine whether any international programs must be cancelled due to WHO Alerts

· Establish and maintain communications with students in all locations, keeping them up to date with outbreak related developments 

· Develop a repatriation policy that is consistent with the Academic Communicable Disease Response Plan and assist with repatriation where possible in the Alert stage for both Canadian students oversees and International students here at Trent

· Coordinate refunds, academic credit and resumption of academic activities as required.

