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Introduction - Review Legislation & Requirements

Why do we need these plans? How can you tie your plan to an
existing disaster plan?

Review Sample Plans & Template
Breakout Groups

Share and Q&A
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The requirements:

1) A list and description of all positions and titles
considered essential in the event of a state-
ordered reduction of in-person workforce, and
the justification for classifying each position as
essential



The requirements:

2) Protocols the employer will follow in order to
enable non-essential employees to telecommute
or work remotely, including plans to obtain any
needed devices or technology such as software,
office laptops or cell phones, and the transferring
of office phone lines to work or personal cell
phones as practicable or applicable to the
workplace




The requirements:

3) A plan describing how the employer will, to
the extent possible, stagger work shifts of
essential employees and contractors in order to
reduce overcrowding on public transportation
and at work sites



The requirements:

4) A description of the protocol the employer will
implement to obtain necessary personal protective
equipment (PPE) for essential employees and contractors,
based upon the various tasks and needs of such
employees, in a quantity sufficient to provide at least two
pieces of each type of PPE to each essential employee and
contractor during any given work shift over at least a six-
month period of time. PPE includes: “all equipment worn
to minimize exposure to hazards, including gloves, masks,
face shields, foot and eye protection, protective hearing
devices, respirators, hard hats and disposable gowns and
aprons”




The requirements:

e

5) A description of the protocol outlining what
happens in the event an employee or
contractor is exposed to the communicable
disease, exhibits symptoms or tests positive for
such disease, in order to prevent the spread or
contraction of such disease in the workplace,
including policies regarding the disinfection of
the workplace and available leave for
employees




[he requirements:

6) Policies for documenting hours and work
locations for essential employees and
contractors to aid in tracking the disease



The requirements:

7) A protocol for how the public employer will
work with the locality to identify sites for
emergency housing for essential employees



Other Re

Plans must be posted in a
clear & visible location ANDN
in the employee handbook.

Plans are due
April 1st, 2021.

Plans must also be posted
online where employees cany
access them.




Pandemic Operations Plan as Part of
Dicaster Preparednecs and Response Plan

Integrate the Pandemic Operations Plan into your existing Disaster
Preparedness and Response Plan.

Don’t have a Disaster Preparedness and Response plan yet?
Make that your next step!




M/Ay do we need this ,b/au?

As an employer, you play a key role in emergency
readiness. Planning for and practicing will help your
library respond more effectively when an actual
emergency occurs. A flu pandemic can be especially
challenging for small workplaces. Up to 40% of
workplaces never reopen following a major disaster.
Put strategies in place to protect your workers,
patrons, and organization.
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Consider...

Vv Engage community partners in planning efforts,
reviewing workplace policies and protocols, and
identifying critical workplace functions and positions to
maintain during an emergency.

v/ Establish ongoing communication with your local
public health department in advance, which can give you
access to relevant information before and during a
pandemic.

W/ Establish relationships with key community partners
and stakeholders. When forming key relationships,
include the local public health department, local boards
of education, and community leaders




C' ommunicationg

e

Vv Update your emergency communication plan.
v/ Identify and address potential language, cultural,
and disability barriers associated with
communication.

W/ Provide flu-prevention supplies and distribute
health messages and materials to workers.

Vv Address the concerns of workers who are at high
risk for flu complications

v/ Provide information that explains why and when
on-site operations and services may be reduced
temporarily.




Gather Input

Vv Share your plans with workers, suppliers, and
key community partners and stakeholders.

v/ Test and update your plans every 12—-18 months,
or as aspects of your workplace change.




Put Plane Into Action

v/ Stay informed about the local flu situation

v Implement NPI actions to protect your workers
and others

Vv Implement your risk-assessment and risk
management plan.

v/ Track worker absenteeism related to flu
symptoms.



ample Plan

Wimodaughsian Library (Canisteo)
3 pages, nice & easy

Wimodaughsian Pandemic Operations Plan 2020

notifying. ifthey

Library director -
Responsibilities

» Manage day to day operation of library
« Carry outall policies the trustees have adopted

.

policy for their action
« Supervise all personnel and volunteers
Maintain an active program of public relations

‘The Director will ‘home with quip: ? c positive, or if
supplied. they exhibit symptoms of the disease. Each employee logs their
i ‘phone call 1y they enter the building,
delivery issues, etc. for disinfecting the entire public parts of the building.
‘The person or persons wh ill be P
3.4 ploy: 3 ofa ing.
stagge
order
‘work sites: ‘The Director ly y
iploy: q tine. If up, the
N/A Director, as well as the Senior Clerk and the per diem clerk, can
quarantine without pay.
4.A iploy:
6.

library
Senior Library Clerk

‘work location is the library itself.

‘The Senior Library Clerk
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public, a greater degree of autonomy than that of a lower level Clerk, and a

‘moderate amount of supervisory responsibility. The Senior Library Clerk
e ;

shields, foot and 7

pr
and disposable gowns and aprons”;

in addition

hard hats fy

N/A

‘The Director has already purchased numerous amounts of PPE for
¢ 3 Ko ¢

tasks as needed.

y
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Template Link
Simple template for STLS pandemic plan in MS Word

e Text highlighted in yellow must be replaced per the description provided. Be sure to

remove the highlight and other text or symbols.

Template Link - Detailed Plan for consideration for larger organizations



https://www.stls.org/wp-content/uploads/2020/12/STLS_Library_PandemicOpPlan_TEMPLATE.docx
https://docs.google.com/document/d/1lRpxY4-1w1lQwwsqLdMYqkDrGznzOpox/edit

Breakout brovps

Assign a note taker Identify areas of

and someone who Look at the the template you
will speak on template as a have questions or
behalf of your group. ideas about.

group.

20 minutee
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V' Mission Essential Functions: What priority functions are required or are necessary for your
library to provide vital services?

V/ Identify the essential positions of staff or trustees who will perform the identified
essential functions. Justify.

W/ Consider the workflow and protocol of all personnel who may work remotely to ensure
they will be able to accomplish their duties.

V/ Consider the variety of PPE required and how needs will be identified. How much PPE

will you maintain on hand? Where will it be stored? Who will have immediate access to it?4 ‘.’_ <

Who is responsible for monitoring and maintaining the stock of PPE?







We'll meet again over virtual coffee/tea to discuss how
plan writing went for you and your board on:




(inke

List of Definitions for Plan Writers from NYLA

Pandemic Influenza Template - FEMA

Get your workplace ready for Pandemic Flu - CDC

SENYLRC RESILIENT Workshops

ALA Pandemic Preparedness Resources

MITIGATE NY

NLM Continuity of Operations Planning (COOP) web course

Albany Public Library - Continuation of Service Plan



https://www.nyla.org/userfiles/uploads/Chapter_168_Requirements.pdf?utm_source=ALL+NYL
https://www.fema.gov/media-library-data/1396880633531-35405f61d483668155492a7cccd1600b/Pandemic_Influenza_Template.pdf
https://www.cdc.gov/nonpharmaceutical-interventions/pdf/gr-pan-flu-work-set.pdf
https://libguides.senylrc.org/ResilientWorkshops
http://www.ala.org/tools/atoz/pandemic-preparedness
https://mitigateny.availabs.org/
https://www.nlm.nih.gov/dis_courses/coop/index.html
https://www.albanypubliclibrary.org/continuation-of-service-plan/

Send an email to

Erika (jennse@stls.org) or

Keturah (cappadoniak@stls.orq)

for assistance after the workshop

and as you develop your Pandemic Policies.



mailto:jennse@stls.org
mailto:cappadoniak@stls.org

