
SECTION V:

GUIDANCE FOR PANDEMIC FLU SCHOOL PREPAREDNESS


This section is divided into eight modules that are designed to guide the preparedness 
planning process. Each provides guidance, checklists, resources and/or tools about a 
specific area of pandemic flu preparedness. 

Module 1 Organizational Command & Control 

Module 2 Promoting Healthy Habits 
Module 3 Communicating about Pandemic 
Module 4 Maintaining Essential Services 

& Continuity of Student Education 
Module 5 Disease Surveillance & Reporting 

Module 6 Modified Human Resource Policies 
Module 7 Recovering from Pandemic 

Draft 072808 14 



MODULE 1 • ORGANIZATIONAL COMMAND & CONTROL 

Purpose 
To establish organizational command and control during an influenza pandemic. 
Completing this key activity of pandemic flu planning will help maintain the operation of 
a school during an influenza pandemic, using the same coordination and command 
structure that is used for other emergency or crisis events. 

Pandemic Severity or Timing 
Planning for organizational command and control should take into consideration that the 
number of individuals sick from influenza may fluctuate across the course of the 
pandemic. The response, in terms of command and control, may depend upon the 
timing of the pandemic in relation to school breaks and vacations. 

Planning Guidelines 

1.	 Prepare a command & control organizational chart that – 

 Outlines the chain of command 
 Identifies two or three alternates for each member of the command staff 
 Designates people who have authority to make key decisions, e.g. school closing 
 Identifies people who have access to essential supplies and vital records 
 Identifies the person who has final authority 
 Identifies the person who is responsible for releasing information to families, 

community members and the media during a crisis 
 Identifies the person who is responsible for coordinating with all of the agencies 

that have responded to the crisis 
 Identifies the person who manages student and staff care during a crisis. This 

includes physical (food and water), medical (CPR and first aid), and mental 
health (psychological services) needs, as well as student release. 

 Identifies the person who manages the supply and staffing needs of the situation. 
 Identifies the person who is responsible for keeping track of administrative


issues, including payroll and other critical administrative issues.

 Identifies the person who is responsible for meeting the needs of special


populations (including language minorities) during a pandemic.


Each member of the command staff must know what their role is in an emergency, who 
they report to, who they are responsible for, and for which role they may be the 
alternate. Everyone must also understand how authority is delegated, what the limits 
are to that authority, when alternate command staff assume control and how notification 
takes place. 

RESOURCE: 
FEMA/Emergency Management Institute, Introduction to Incident Command System (ICS100) 
http://training.fema.gov/EMIWeb/IS/is100.asp 
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2.	 Form a planning committee, or charge an existing school health committee 
with the role of pandemic planning. Members may include — 

 District Superintendent, Principal 
 Business/Finance Director 
 Human Resources Director 
 School Nurse 
 Transportation Director 
 Facilities or Maintenance Manager 
 Food/Supplies Director 
 Curriculum Director 
 Parent-Teacher Association Representative 
 Staff or Teacher Representative 
 Athletic Director 
 Guidance Dept./Counselor 
 Special Education Director 
 School Resource Officer 
 School Board Representative 

3.	 Appoint a pandemic influenza coordinator. This person could be a member of 
the planning committee (#2). Responsibilities — 

 Make sure that the school pandemic flu readiness plan is completed. 
 Make sure all departments/stakeholders are represented on committee. 
 Facilitate pandemic influenza planning committee meetings. 
 Serve as point of contact with the Department of Education and Department 

of Health on pandemic influenza information, issues and planning updates. 
 Serve as source for accurate pandemic influenza information for staff. 
 Serve as point of contact for parents/stakeholders on pandemic response. 

4.	 Complete a risk assessment. (Risk Assessment Worksheet follows.) 
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RISK ASSESSMENT WORKSHEET 

Use this worksheet to conduct a risk assessment to help determine the impact of 
pandemic influenza on your school. Modify the questions to fit your school’s particular 
needs or situation. 

Issues Status 

What functions would you strive to maintain during a pandemic? 

What is the minimum number of staff required to maintain these 
functions? 

Numbers of employees absent at 15%, 30%, or 40% absentee rates: 

Do you have at least two alternates who know how to perform these 
functions? 
How many employees currently care for dependents at home (children, 
disabled family members, or seniors)? This may be used to estimate 
how many people may be unable to work or other 
quarantine/containment measures are implemented. 
Number of current employees with special needs — 
Those who rely on public transportation 
Those who have disabilities 
Those who do not speak English (translator required) 

How will the disruption of utilities impact your school? 
Water, electricity, telecommunications, waste-disposal 

How long can your school function: 
Without re-supply 
With limited staff 
If the building was closed 
What is the impact if your school is forced to close? 
Loss in revenue 
Effect on students and parents 
Effect on employees 
Insurance coverage 
Where do your staff, students and parents most often travel to/from? 
To areas that currently have cases of avian or pandemic flu? 
To densely-populated cities? 
Nationally or Internationally? 
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5.	 Identify essential tasks and personnel. 

 Identify essential tasks (those tasks that must be done even during a 
pandemic). Examples: 

 Administration 
 Facility maintenance 
 Special education/services for special populations 
 Food service for vulnerable children/community members 
 Continuity of education 

 Make sure there are personnel assigned to each of the essential tasks (those 
jobs that must be done even during a pandemic). 

 Identify at least two alternates for each key command position, in case the 
primary person assigned is unable to perform his or her duties. 
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