PANDEMIC PREPAREDNESS SELF ASSESSMENT for Community Organizations
Organization: 



Completed By: 

           
Date:  
	EMERGENCY PLAN COMPONENTS
	Completed
	In Progress
	Not Started

	1.   Identify critical/essential services that must be maintained and those that can be suspended (in whole or part) during an emergency (See page 2)
· Discuss with your staffs HOW you would accomplish maintenance of critical services with a reduced workforce (e.g. down 40%); document as needed

· As appropriate, prepare any tools or other resources needed to carry out the plan (e.g. changed intake forms, cross training, notices to referring partners, etc.)
	
	
	

	2.  Develop an emergency communications plan for your agency’s staff, clients and key stakeholders  

· Have a 24/7 contact information and plan to reach your staff 

· Document emergency contact information for key community partners, suppliers, referral entities or other stakeholders
· Know how you will inform clients of any changes to services
	
	
	

	3.  Know who will lead key aspects of your pandemic flu plan  
· Make assignments 3-deep for key positions including crisis management leader, supervisors, payroll, and other key positions  
· Consider how you will manage cash-flow in case revenue streams are interrupted
	
	
	

	4.  Review and clarify any workforce management processes, emergency work rules or human resources policies that may be anticipated during a pandemic 

· Know if you will manage sick calls or absentee tracking differently 

· Clarify how will you will move personnel around to cover key positions

· Consider potential community partners, retirees, volunteers or other organizations that can assist your organization to maintain services.

· Review how you will manage payroll issues for personnel who may have used all of their sick, vacation or paid time off balances
	
	
	

	5.   Develop an Infection Control plan for how you will protect your staff and clients during the pandemic 

· As needed, consider purchasing additional cleaning supplies, posting health messages (e.g., cover your cough, wash your hands) or placing hygiene stations (tissue and alcohol hand sanitizer) in places where the public gathers

· Train your staff on your infection control plan
	
	
	

	6.   Identify key websites for updated information on the unfolding pandemic and other information that may impact your services:  Centers for Disease Control and Prevention (CDC), Minnesota Department of Health, Minnesota Department of Human Services, Hennepin County sites
	
	
	


For an emergency plan template and samples of checklists or other preparedness tools, go to the H1N1 resources on the Dakota County website :  www.DakotaCounty.us (search “H1N1 Resources”).
PRIORITY DEFINITIONS – for determining critical or essential services

In 2007, the State of Minnesota Homeland Security and Emergency Management (HSEM) described four priority levels for guiding planning decisions for continuation of State services during a pandemic and updated those definitions in 2009.  The State Department of Human Services used the same priority definitions.  

	PRIORITY
	STATE OF MINNESOTA DEFINITION

	PRIORITY ONE
Services
	Immediate threat to public health, safety or welfare. Activities that must remain uninterrupted. Generally, these would include agencies and facilities that operate 24 hours a day and/or 7 days a week. 

	PRIORITY TWO
Services
	Direct economic impact, constitutionally or statutorily mandated time frames, or civil disorder may develop if not performed in a few days. Activities that can be disrupted temporarily or might be periodic in nature, but must be re-established within a few days.

	PRIORITY THREE
Services
	Regulatory services required by law, rule or order that can be suspended or delayed by law or rule during an emergency. Activities that can be disrupted temporarily (a few days or weeks) but must be re-established sometime before the pandemic wave is over (<6 weeks). 

	PRIORITY FOUR
Services
	All other services that could be suspended during an emergency and are not required by law or rule. Activities that can be deferred for the duration of a pandemic influenza wave (6-8 weeks).
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