Pandemic Action Plan Worksheet 
	Activity
	Responsible Person(s)
	Completion Date
	Completed 
	Comments/ Date to Update

	Download and laminate
	
	
	
	

	· Cough etiquette charts
	
	
	
	

	· Hand washing charts
	
	
	
	

	· Information on the disease
	
	
	
	

	Download,  revise,  print notification letters
	
	
	
	

	· Parents 
	
	
	
	

	· Students/clients
	
	
	
	

	· Staff and volunteers
	
	
	
	

	Maintain updated student/client, staff, volunteer contact information
	
	
	
	

	Develop health surveillance system
	
	
	
	

	· Student/client
	
	
	
	

	· Staff
	
	
	
	

	· Volunteer
	
	
	
	

	Select and ready isolation area 
	
	
	
	

	Secure supplies
	
	
	
	

	· Hand washing 
	
	
	
	

	· Cleaning
	
	
	
	

	· Sanitizers
	
	
	
	

	· Surgical and/or N95 masks 
	
	
	
	

	Develop alternative staffing options
	
	
	
	

	Set trigger points for closing
	
	
	
	

	· Age/grade level programs
	
	
	
	

	· Extra activities/events
	
	
	
	

	· The organization
	
	
	
	


