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Instructions: The checklists included in this document may be used by all health departments and should be modified accordingly to fit the needs of your agency and county plans. 

COOP Check List for Pandemic Influenza

In the event of a disease outbreak or pandemic that endangers X County Health Department personnel, the health department’s COOP plan will likely be activated under the direction of the Administrator to ensure the continuation of essential functions. This list is intended to help ensure a healthy workforce is available to provide essential public services in a pandemic.
This is not an exhaustive list of functions and responsibilities for COOP activation. Refer to the health department’s COOP plan and any other applicable checklists and annexes for the COOP plan.
	· Complete
	Task

	Administrator

	
	Determine the level of COOP activation, including whether to ask only COOP Team members to report to work and if certain functions may be performed through telework capabilities.

	
	Determine if staff should be temporarily reassigned to assist the performance of essential functions.

	
	Determine the extent that social distancing measures (described below) should be implemented among staff an in non-public areas of the building.

	
	Determine social distancing and other community mitigation controls to implement in public areas of the facility (i.e., the waiting room) to restrict spread of the disease.

	
	Communicate all necessary information through the Alert & Notification Procedures described in the COOP plan. This should include developing messages for staff and the public, utilizing the health department’s Risk Communications SOG.

	
	Follow guidance provided by the Kansas Department of Health & Environment (KDHE) and the Centers for Disease Control & Prevention (CDC).

	All Staff

	
	Follow guidance provided by the Administrator.

	
	Implement appropriate social distancing and other community mitigation strategies to limit the spread of the disease among staff and in contact with the public.

	
	Communicate problems or concerns to the Administrator.


	Basic Infection Control Checklist

	Basic infection control measures will help limit the spread of influenza and exposure to staff and visitors. Many of these measures are recommended every year during influenza season and should be part of normal, day-to-day operations.

	· Complete
	Task

	Hand washing

	
	Wash your hands regularly using clean, running water and plenty of soap. Scrub all surfaces on your hands for at least 20 seconds. Rinse well under running water and dry hands with a paper towel or dryer.

	
	If soap and water are unavailable, use an alcohol-based hand sanitizer. Be sure to allow your hands to air-dry after using the sanitizer (do not wipe it off).

	
	Provide hand sanitizer in public areas of the facility for visitor/patient use.

	Cover Coughs and Sneezes

	
	Cover your coughs and sneezes with a tissue, or cough and sneeze into your upper sleeves if tissues are not available. Wash your hands or use a hand sanitizer after you cough, sneeze, or blow your nose.

	
	Provide tissues and trash cans in public areas of the facility for visitor/patient use.

	Clean Work Areas

	
	Keep work surfaces, telephones, computer equipment, and other frequently touched surfaces and office equipment clean. Be sure that any cleaner used is safe and will not harm your employees or your electronic equipment. Avoid using other employees' phones, desks, offices, or other work tools and equipment.

	
	Common areas and equipment (patient rooms, break rooms, telephones, shared computers, etc.) should be wiped down daily and at the end of each shift with disinfecting wipes or other safe cleaning solution.

	Seasonal Flu Vaccination

	
	Encourage staff to get seasonal influenza vaccines.

	Stay Home if Ill

	
	If you are exhibiting any flu symptoms (including high fever) or may have been exposed through contact with an ill household member, remain at home until you have fully recovered, rather than trying to “tough it out” and come to work while feeling ill.

	Telework

	
	If your position allows, request from the Administrator that you may telework from home. Telework requests also must be reviewed by the Administrator, as well as the IT Department to ensure protection of the information and equipment.

	Social Distancing

	Social distancing reduces the duration, frequency, or intensity of exposure to a hazard. During COOP activation due a pandemic or disease outbreak, all staff may implement social distancing measures to help reduce the risk of spreading disease in the workplace.

	
	Stay at least 3 feet from another individual.

	
	Conduct meetings via teleconference or conference call. Meetings, whether in large groups or one-on-one, should be conducted via telephone whenever possible.

	
	Clerical staff may alter work hours to reduce office density. In areas where there aren’t private offices, it may be necessary for personnel to work staggered shifts or flexible schedules.

	
	The Administrator will determine appropriate level of Personal Protection Equipment (PPE) use. Ensure staff is properly fit-tested for the PPE.

	
	Regularly disinfect work stations and commonly used areas of the office.
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