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Background Information:

H1N1 flu is in all 50 states and in countries around the world. At the present time, Southern Hemisphere countries, currently in winter, are experiencing flu epidemics. We are expecting swine flu to take off in the northeast during our normal flu season.

Seasonal flu will also occur at its usual rate. Seasonal flu vaccine, or having had seasonal flu will not provide immunity to H1N1 flu or vice versa.

Limited amounts of H1N1 flu vaccine are expected to be available at the start of flu season and will be given out to specific at-risk populations first. More vaccine is expected to be produced as the season continues and will be provided when available, but there is no guarantee of supply for everyone.

Seasonal flu and H1N1 flu may occur simultaneously in a population, thereby multiplying the number of people who are out sick at any one time.

People with the flu will be asked to stay home until 24 hours has passed since their fever broke. On average, this is expected to be 3-5 days. 

Healthy staff with ill family members may need to stay home to care for them. At this time, it is not recommended that well employees who have been exposed to sick household members be required to stay home. 

If conditions warrant, emergency management may mandate the closing of schools and daycare centers in order to slow the spread of disease. This is only expected to occur with very careful consideration because of the impact this will have on working parents and the quality of life of some children who depend on the school system for adequate care and nourishment.

Social distancing (staying 6 feet away from another person) will be encouraged. At the height of a pandemic this could include closure of public meeting places such as restaurants, theatres, sports events, and public transportation.

The combined effects of illness, exposure, and the closure of schools could result in an estimated 40% of the population being absent from work at any one time.

This would include not only Co-op staff but also suppliers, banks, municipal workers, utility workers, emergency responders, healthcare providers, other retailers, and so on.

Good hand hygiene practices and personal responsibility when sneezing and coughing will be critical. The routine use of facemasks for personal protection is not recommended by the CDC and other health agencies as it can produce a false sense of security while still allowing airborne particles to be inhaled around the edges of the masks. Facemasks are most effective when worn by the person who has the flu. 

For up-to-date information on this topic, go to http://www.cdc.gov/h1n1flu/ or www.pandemicflu.gov.

Statement of Intent

This document is intended to serve as a guide for management of the Co-op Food Stores in the event of a flu pandemic of severe proportions. These recommendations are presented with the recognition that management will need to take into account a combination of events that may be occurring at any given time.

Priorities

Our priorities in a pandemic flu situation will be the following:

1. Protect our employees from illness and meet their needs for support.

2. Provide the products and services essential to the well-being of our members, customers, and community.

3. Ensure the Co-op’s ability to remain in business during and after a pandemic.

Staff Responsibility

Flu viruses are spread mainly from person to person through coughing or sneezing by people with influenza. A person also may become infected by touching something contaminated with flu viruses and then touching their mouth, nose, or eyes. Flu viruses can survive on environmental surfaces and remain infectious for two to eight hours.

Persons infected with the flu may infect others before they show symptoms and from five to seven days after. For this reason, all employees, including those without symptoms, must follow good hygiene practices. 

The best defense will be good personal hygiene practices, having sick people stay home, keeping surfaces cleaned and sanitized, and practicing “social distancing” which keeps individuals at least six feet apart or separated by barriers.

Consumer Protection

As a retail operation, we will also need to be sensitive to the expectations and concerns of our customers. In some cases, this may mean simply meeting their perception of protection from contamination, since we sell products that have been out of our control before coming to the Co-op. It is possible that they will expect staff who are serving them to wear masks. Strict adherence to food safety SOPs also will protect products from contamination by staff.

We can protect unpackaged products (e.g. bulk bin items and produce) from random contamination by customers through changing their access to them or pre-packaging. 

Pandemic Severity Levels

Pandemic severity levels in our area will be determined by emergency management authorities who will then recommend or mandate specific measures to be taken. Co-op staff will respond accordingly.

The following pages provide guidance on Co-op response to internal indicators based on percent of staff absence, followed by recommended response to external circumstances.



The following MUST occur once flu season has begun:


· Proper hand hygiene/Keep adequate hand hygiene supplies readily available 
Staff must wash hands frequently for their own protection and the protection of others. When soap and water hand-washing is not possible, staff should use alcohol-based hand sanitizer. Hand sanitation must occur whenever the possibility of contamination exists due to hand-to-hand contact with others or with surfaces that have the potential to be contaminated by others. Increased frequency of hand sanitation is also recommended for those handling money and/or items handled frequently by others.

Glove use for personal protection, along with hand sanitation, may be appropriate when handling money or other items handled frequently by others.

· Proper sneeze and cough etiquette/Provide masks for those who wish to wear 

Staff must cover a cough or sneeze, preferably with their sleeve. If they cough or sneeze into a tissue, the tissue must be disposed of in a waste basket immediately, and the staff person must wash or sanitize his/her hands before touching anything else.

While the use of facemasks for personal protection from others is not recommended by health authorities, we will make paper masks available to employees who wish to wear them.

· Regularly scheduled cleaning and sanitizing of exposed, shared surfaces to include doorknobs, handrails, tables, chairs, countertops, desks, telephones, sinks, and other surfaces, especially at the beginning and ending of shifts. See appendix for details.

· Isolation of ill employees

Staff must stay home at first signs of illness. They must not return to work until they are free of symptoms and have not had a fever for at least 24 hours. Expect an absence of at least 3-5 days.

Staff who become sick at work must isolate themselves from others and go home immediately.

· Clear communication of flu-related HR policies

These policies will reassure employees regarding their protection while acting responsibly during illness. See pages 31 thru 33.
· Active tracking of employees’ health status

Increased employee absence due to illness or the need to care for ill family members will require accurate tracking for benefit purposes and for planning and scheduling. 

Employees who have had the swine flu will have acquired immunity to it and should not be susceptible to a possible second wave of illness that could occur in those who have not yet had the disease. However, immunity to swine flu does not provide immunity to seasonal flu or vice versa.

· Passive demos and bare-hand access to products that cannot be washed by the consumer (e.g. bakery) will cease.



The following MAY BE IMPLEMENTED at any pandemic severity level:


· Direct-dial call center for employee information, both in and out

Provide outgoing automated messages for general information; take employee calls regarding health status and other topics to keep main phone line for customer calls.

· External communication using means as appropriate to the situation and need: 

· website
· email distribution lists (employees, vendors, customers)
· phone trees
· radio and TV ads
· external signage and banners
· USPS mailing 

· No children at work in non-customer spaces 

Enforcing proper health behaviors in children is not possible; children will not be able to visit family members working in non-customer spaces.

· Elimination of non-essential functions 

Staff functions that are not essential to maintaining the Co-op’s ability to meet its pandemic flu priorities (above) have been identified in each department. 

Staff performing those functions will be reassigned as indicated in their department’s plan. (SEE: Individual Department Plans)

· Elimination of unnecessary exposure to others

· Computer-based staff performing essential functions will work from home wherever possible. (SEE: Individual Department Plans)

· Computer-based staff performing essential functions who cannot work from home will take extra precautions to protect themselves from exposure to others through social distancing and good hygiene practices. These include 

· working in isolation behind closed doors where possible

·  eliminating face-to-face meetings

· avoiding congregation in lunch rooms and other areas

· avoiding shared equipment

· wearing gloves to protect themselves when handling items with multiple exposures

· cleaning and sanitizing exposed surfaces on a regular basis.

· Service Desks in both store locations will close to eliminate unnecessary face-to-face contact with customers. 

Available Service Desk staff will cover incoming phone calls through an isolated call center to be established in the space occupied by the Lebanon Service Desk.

 Unscheduled Service Desk staff will be available to provide register coverage for the front ends or be reassigned to other duties.  (SEE: Individual Department Plans)
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Level One: 10-15% of staff absent



All locations:

· Cross-train staff to perform essential functions

· Mandate use of masks on shuttle

· Discourage prolonged congregating in lunchrooms

· Eliminate unnecessary meetings or trainings

· Space staff six feet apart where possible

· Minimize length of interaction between receivers and drivers



Receiving:

· Implement a glove-use policy

· Sanitizers set up

· Mask use implemented

· Stop scanning of all non- critical vendor – (UNFI, DSD vendors)

· NOF policy will be adjusted as needed to provide our customers with crucial items

· Office will be closed to all vendors

· Social distancing  implemented



Chiron Springs:

· Encourage social distancing for staff remaining at Chiron Springs



Commissary Kitchen:

· Encourage social distancing 



Service Center:

· Encourage social distancing where possible



Maintenance:

· All staff will be involved with timely disinfection of restrooms, doors and trash receptacles

·  Printed contact info for all staff and applicable vendors will be provide to all departments
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Level Two: 20% of staff absent



Store Operations:

· Reduce store hours at all locations: 10 a.m. to 7 p.m.

· Use cross-trained staff to perform essential functions

· Close Floral and reassign staff. 

· Reassign courtesy clerks, where possible.

· Establish two shifts with minimal cross-contact

· Non-service departments to stock shelves, etc. before 10:00 a.m.

· Service staff to cover open store hours

· Stop shuttle service 

· Space staff six feet apart where possible

· Establish lunchroom schedule to minimize cross-exposure of groups

· Eliminate all meetings; use conference calls and email 

· Avoid non-essential use of shared computers

· Maintain 6-foot distancing between receivers and drivers

· Restrict DSD vendors to drop-off only; stock shelves using staff 

· Restrict on-site contractor repair and/or maintenance to essential tasks

· Keep staff and shoppers six feet apart where possible

· Request that shoppers wear masks

Service Departments:

· If understaffed, implement Commissary Kitchen plan for pre-packaging products (SEE: Individual Department Plan for Commissary Kitchen)

Bulk Department:

· Block customer access to bulk bins and provide counter service only

Produce Department:

· Reduce number of products sold without packaging or removable skins, especially those that are difficult to wash effectively, such as mushrooms

· Pre-package/pre-bag where possible to reduce customer contamination

· Be prepared for sharp reduction in sale of unpackaged produce items

CONSIDER: 

Close each store one day per week: Sunday in Lebanon, Wednesday in Hanover
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Level Two: 20% of staff absent, cont.



Receiving:

· All of the measures taken previously plus the following:

· Change hours – M-F  5:00 am – 1:30 pm Saturday 6:00 am-12:00 pm

· All off hour deliveries to be accepted by store management

· Depending on staff level in department – further reduce scanning of vendors

· Only receiving staff in office

· DSD vendors will be drop-off only



Chiron Springs:

· Enforce social distancing for staff remaining at Chiron Springs



Commissary Kitchen:

· Enforce social distancing in Commissary Kitchen

· Modify menu as necessary (SEE: Individual Department Plans)

· Provide pre-packaged service-counter products, if indicated



Service Center:

· Enforce social distancing between staff  and customers

· Reduce level of service provided, if necessary



Maintenance: 

· All of the measures taken previously plus the following:

· Staff hours will not start before 9:00am and will extend until 7:00 pm if staff is available

·  Staff will be assigned to locations per Brian and remain at that location until reassigned

· Staff will be directed in stores by management of store

· Sanitation will become main duty of staff
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Level Three: 21 to 30% of staff absent



Store Operations:

· All of the measures taken previously plus the following:

· Close Hanover store; reassign staff to Lebanon and/or Community Market

· Open Lebanon store from 8:00 to 8:00 to accommodate more shoppers/store

· Keep Community Market open if staffing allows

· Reduce product selection to basic customer needs

· Offer case sales/establish warehouse buying (pallets in various points in the store)

· Enforce social distancing and use of masks in stores by staff and shoppers

· Limit shoppers to adults only



CONSIDER if staffing allows:
· Increase at-home delivery options

· Hire temporarily unemployed, “well” staff of other closed businesses to take and fill orders 

· Partner with other businesses that may have an excess of drivers available

· Establish a member volunteer program for fulfillment of orders with a discount for hours worked; use closed Hanover store as fulfillment site for delivery program

· If necessary: Work with governmental agencies for emergency licenses or relaxations of regulations (e.g. CDLs)



Receiving: 

· All of the measures taken previously plus the following:

· Move Hanover staff to open locations

· Extended receiving hours as staff allows

· Target hours 5:00 am to 6:00 pm

· All vendors will drop-off products and be required to stay in designated area



Maintenance: 

· All of the measures taken previously plus the following:

· Floor cleaning operation in Hanover is halted

· Schedules changed as needed

· Scheduled  security and refrigeration checks at all closed locations
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Level Four: > 30% of staff absent



Store Operations:

· All of the measures taken previously plus the following:

· Open Lebanon store only; reduce hours to 10 a.m. to 7 p.m. 

· Close service counters; sell pre-packaged products only

· Encourage establishment of community-based buying clubs with drop-off site; require club members to break down own orders

· Hire temporarily unemployed, “well” staff of other closed businesses



Receiving: 

· All of the measures taken previously plus the following:

· Receiving hours as staff allows



Commissary Kitchen:

· Hire temporarily unemployed, “well” staff of other closed businesses



Maintenance: 

· All of the measures taken previously plus the following:

· All staff to Lebanon Store
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Panic Buying



· Identify customers who may be hoarding, consider limiting or curtailing sales to them 

· Limit quantities to be purchased per trip 

· Limit availability of essential or low-supply products to members only


Extended Power Outage



A prolonged power outage with no immediate relief in sight, caused by the inability of utility workers to make needed repairs, will be considered to be an extended power outage for pandemic planning purposes.

Generators in all locations will have a limited capacity to maintain normal operations. In Hanover, potential for sewage back-up due to loss of pumping ability will require closure of the facility.

· Contact local authorities and our insurance company to request permission to operate without power under emergency circumstances. Follow any limitations they may impose. 

· Open only Lebanon store and in daylight hours only.

· Carry only non-perishable products

· Phone loss: go to POTS lines

· Technology loss:  go to manual methods for invoices, accounting, payroll, etc. 
(SEE: Individual Department Plans)

MAINTENANCE:

· Secure generators for lighting, registers
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Loss of Technology Due to Equipment Failure (No power outage)



Loss of technology in one or more locations could occur if equipment failure cannot be immediately addressed due to reduced availability of technical support or repair parts. 

SEE: Individual Department Plans: Information Technology

Store Operations:

· Server Loss:

· Scales: Will retain current information; no updates

· Registers: Will retain current information; no updates

· Email loss: communicate by phone, memo, pre-email technologies

· Computers: SEE Individual Department Plans

· Phone loss: go to POTS lines

· Scale malfunction: 

· Sell only pre-packaged or unit-priced items

· Use non-computerized scale and a calculator

· Inventory Control: Have full price list available in hard copy

· Invoicing: Implement paper system

Accounting 

SEE: Individual Department Plan: Accounting

Communications

SEE: Individual Department Plan: Communications

Website

SEE: Individual Department Plan: Education and Member Services
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Fuel Shortages



Fuel shortages could occur due to lack of delivery drivers and other oil company personnel.

Fuel shortages may affect employee ability to come to work as well as fuel sales at the Service Center. At some point, it may become necessary to restrict or stop fuel sales to customers in order to conserve fuel for Co-op business use.

The following recommendations are made recognizing the need to take into account all other circumstances occurring at the same time.

· Change staff schedules to encourage car pooling

· Anticipate product shortages from suppliers

· Implement fuel sales restrictions

· Restrict gasoline sales to members only

· Restrict gasoline sales to staff only

· Keep available fuel for delivery vehicles only

· Anticipate loss of customer access and reduced sales

· Establish centralized drop-off centers at community centers or churches 



Supply Chain Disruption



· Implement ordering from back-up supplier

· Increase contacts with local suppliers

· Communicate product disruption to buying public
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Loss of Banking Services



· Employ options for emergency responses that may violate laws or regulations, but that may be justified in emergency situations, e.g. pay to employees on an as-needed basis

· Encourage staff to keep cash on hand

· Use established lines of credit for cash in emergency

· Develop a pool of funds from members

· Accounting: (SEE: Individual Department Plans)



Loss or Reduction of Municipal Services



Municipal services include, but are not limited to, snowplowing, street maintenance, and emergency responders such as police, firefighters, and ambulance.

· Coordinate with municipality on emergency responses; establish what is “legal” in a declared emergency

· Establish employee security roles in absence or overload of municipal emergency services

· Establish in-house firefighting response teams

· Establish in-house ability for medical triage

· Know how to shelter in place



Loss of Public Transportation



Public transportation could be suspended in response to social distancing mandates.

· Establish car-pooling alternatives or pick-up, if feasible

· Readjust schedules to encourage car-pooling

· Allow staff parking on-site, especially if customer count reduced

· Renegotiate agreement with town about on-street parking
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Individual Department Plan: 
Accounting



All Accounting Personnel move to social distancing.  

· Keep doors closed and communicate via phone or e-mail.  

· Limit access to office complex.  

Incoming invoices scanned and e-mailed to appropriate Dept.  

Only essential mail sent to stores.

Payroll 
Lisa Wragg (Janet Couture & Pat Pisano as backups)  Paperwork moves to electronic means (Scans& e-mail)

Accounts Payable 
Pat Pisano (Barb Broderick & Janet Couture as backups)  Paperwork: utilize electronic as much as possible (DSD & e-mail with attachments)

Accounts Receivable
Lisa Wragg (Pat Pisano & Mark Langlois as backup)  Utilize electronic communication as much as possible.

Sales Accounting
Kaitlin Bartley (Janet Couture as backup)

Scanning of invoices
Kaitlin Bartley (Mark Langlois as backup)

Month end reporting
Mark Langlois (Janet Couture as backup)

Sales & Labor Report
Janet Couture (Mark Langlois as backup)

See next page for measures to take in the event of electrical disruption.



Individual Department Plan: 
Accounting (cont.)


Electrical disruption at Chiron Springs only, with generator:

Utilize Generator to power Servers and utilize two computer terminals in conference room.

· Initial concentration on Payroll with Accounts Payable later in week.  

· Utilize one HP 4050 printer in Conference room to print checks.

· Utilize communications with computers in stores through normal channels.

Electrical disruption at Chiron Springs only, without permanent generator:

· Pull in portable generator to run servers, computer & printer to run Aged A/P balance report & Employee data reports.  

· Establish card system by vendor to maintain A/P balances.  

· Post individual invoices to card system and pay by manual check, posted to card system.  

· Maintain manual Aged Trial Balance System.  

· Once power is restored all data must be input into Platinum and balanced.  

· All Accounting Staff must be utilized during this time to facilitate this function.

Payroll

· Payroll prepared from manual timesheets and recorded on manual Payroll register and manual checks prepared with employee deduction statements.  

· Payroll summarized manually.  Mainly, Janet Couture, Lisa Wragg & Mark Langlois utilized for this function.

· Once power is restored all data must be input into Abra and balanced.  

Electrical disruption at store(s) only:

Time clocks

· If time clocks are on generators, Accounting will poll clocks at each location using a laptop and bring back to Chiron Springs.

· If time clocks not on generator, all employees go to manual timesheets that have to be totaled and entered into Abra.  Need two employee keying in data on Monday & Tuesday.

Receiving

· If Receiving on generator, poll DSD files as normal or create a file that can be transferred to Accounting.

· If Receiving not on generator, all invoices must be sent to Accounting for hand key into Platinum.  Will need three terminals to keep on schedule.
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Individual Department Plan: 
Administration



STAFF DUTIES

Genie Braasch (Emily Neuman as backup): non-essential; reassign: to maintain social distancing = work from home.

· Receive daily briefings from General Manager or Management Team representative and maintain daily communication contact with Board to update on state of organization during pandemic.

· Maintain social distancing by arranging Board meetings by teleconference.

· Provide General Manager and Management Team with support services to develop short-term strategic plans.

· Other, as assigned.

Emily Neuman (Sustainability Coordinator/has young child and may be unavailable due to child care issues): non-essential; reassign:

· Assist HR in monitoring and aiding staff wellness

· Backup for Genie Braasch in maintaining daily contact with Board

· Train staff on risk management strategies (glove use, sanitation, hygiene) 

· Other, as assigned, including back-up activities noted here 

Terry Appleby (General Manager/MT member)

· Monitor organizational response to pandemic outbreak reports; maintain contact with MT on organizational performance (Backup: Tony White)

· Receive briefings from liaison with local emergency risk management authorities (Backup: MT)

· Work with MT to assess and tailor interventions to meet current risk level 

· Ensure members, customers, staff, Board and general public are informed about risk-management strategies, current shopping conditions, disruptions, shortages, etc. (Backup: MT)

· With MT, determine strategies to implement according to conditions

· Other duties, as identified 



Individual Department Plan: 
Administration (cont.)


CONTINGENCY PLANS for ESSENTIAL SERVICES potentially affected by external circumstances

Power Outage (regional)

· Phone use: Go to POTS lines 

· Computer-based support for MT, as needed: Suspend 

· Monitor pandemic outbreak with reports (Rosemary will have capability from home with generator and satellite access

Technology Loss (without power outage)

· Depending upon type of technology lost (computer, server, phone system, copier), follow plan above for power outage.

All of the following would have a department-specific effect on essential services provided by Administration:

Panic Buying

Fuel Shortages

Supply Chain Disruption Loss of Banking Services

Loss of Municipal Services/Security

Loss of Public Transportation

In each case determination made on strategies to be put into place in consultation with MT or determined by the Incident Commander at the time.
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Individual Department Plan: 
Commissary Kitchen



· Limit production to targeted items

· Less labor intensive items

· Easy reheat items

· Easier to digest items 

· Reassign staff as needed

· Help package items off site

· Minimize deliveries to stores so the Co-op Vehicles can be utilized as needed

· Cross-train staff driving, receiving, ordering, administration etc

· Have ingredients for ready kits on hand to build them here

Additional planning details on file in the Commissary Kitchen.
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Individual Department Plan: 
Communications



STAFF DUTIES

Erika Gavin – Marketing Coordinator
Print ad creation (Katie Cahill as primary back-up, Allan Reetz as secondary, Media outlets as third level for production of Co-op approved messages)
· Creation of all print ads with approval of content from Allan Reetz or member of Management Team 

· Delegates support tasks for timely creation of print messages

· Coordinates and approves final proofs of print ads or material produced by other staff members which contains approved content

· Oversees deadlines and distribution of material to all print outlets. Approves final proofs of material created by outside vendors or print media for use in newspapers.

· Provides updates to Communications Director and Management Team of messaging and dates of publication

· Other Duties, as assigned

· Primary back-up to Communications Director (Back up: Ken Davis, Katie Cahill)

Katie Cahill – Art Director
Store signage for communication to staff, customers, vendors (Back-up: Erika Gavin, Service Desk staff)

· Creation of all signs with approval of content from Allan Reetz or member of Management Team 

· File formatting of specials or other product lists received from Merchandising department (to begin at Level One outbreak)

· Handles support tasks as directed by Marketing Coordinator

· Oversees placement and audits all interior and exterior signage targeted at staff, members, customers

· Maintains direct communication with Department Supervisors to ensure all postings remain current and new requests are delivered in timely manner

· Keeps all Co-op locations stocked with materials for sign making in the event of power outages

· Primary contact with Education Department Staff and assists as needed



Individual Department Plan:
 Communications (cont.)


Allan Reetz (Director/MT member) (Back-up: Erika Gavin, media representatives)

· In coordination with Education Department oversees all aspects of communications with staff, members, customers, media, industry groups, municipalities, and other important audiences.

· Creation of all broadcast messaging for radio and television.

· Tasks include scripting, production, placement, delivery of content, monitoring of schedule and completion by media

· Oversee creation of all print related material as produced or managed by Marketing Coordinator

· Oversee creation of all signage as produced by Art Director

· Coordinate, monitor, and assists MT and Co-op facilities managers and drivers in successful  communications between on-duty staff

· Create and disseminate approved messages for staff, members, vendors, media, and authorities via telephone, voicemail, outbound phone messaging, text-messaging, “social” networks, two-way radios, Ham radios, Municipal radios printed material, fax.

· Monitor Communications networks as described above to confirm communications are received by intended parties 

· Serves at back-up to Communication Department staff

· Other duties, as identified 

CONTINGENCY PLANS for ESSENTIAL SERVICES potentially affected by external circumstances

Power Outage (regional)

· Phone communication: Go to POTS lines 

· Customer signage: Hand-write, Small batch printing via temporary generator hook-up

· Community bulletin board postings using print-outs from laptop and personal printer on temporary generator hook-up.

· Radio commercials for stations with generator back-up: record and produce on Allan’s Macintosh with delivery on compact disk or over pots line. Secondary choice: record “live” over the phone directly to radio station

· Design basic print ads using laptop for any publication able to continue with publication of paper

· POTS-based voice mail for inbound calls from staff, members, vendors, others 

· If delivery services are still operational, have priority printing of critical signage done by sister co-op outside of region for delivery to our stores.

Technology Loss (without power outage)

· Depending upon type of technology lost (computer, server, phone system, copier), follow plan above for power outage.
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Individual Department Plan: 
     Education & Member Services



STAFF DUTIES

Missy Jordan and Service Desk Staff (Emily Rogers, Justine Labonte, Patrick Kearney, Mary Lembke, Natalie Labonte plus Jaime Baker, as back-up):

· Close Service Desks in both stores to reduce unnecessary face-to-face exposure to others; suspend new member sign-ups.

· Establish and maintain call answering center in Lebanon Service Desk area; cover service windows to enforce closure; maintain social distancing by discouraging staff visitors .

· Provide essential services:

· Phone coverage (Backup: Front End staff, Deanna Vaillancourt, Sami Argent) 

· Information and price signage (Backup: Katie Cahill, Erika Gavin, Ken Davis)

· Maintain office supplies (Backup: Front End staff, Mary Choate)

· Maintain infection control supplies (Backup: Front End staff, Mary Choate)

· Computer-based support for other departments, as needed (Backup: Rosemary Fifield, Jaime Baker)

· Mail distribution (Backup: Front End staff, Mary Choate)

· Duplicating and other office support duties

· Other, as identified

· Cover cashiering needs for Front Ends, as requested.

Mary Choate (Dietitian): non-essential; reassign:

· Assist HR in monitoring and aiding staff wellness 

· Train staff on risk management strategies (glove use, sanitation, hygiene) (Backup: Jaime Baker, Rosemary Fifield, Safety Committee, Food Safety Teams)

· Other, as assigned, including back-up activities noted here 

Jaime Baker (has degree in counseling/Service Desk knowledge): non-essential; reassign:

· Assist HR as needed in meeting staff needs, including training in risk management

· Perform service desk tasks, as needed (see above)

· Other, as assigned, including back-up activities noted here

Ken Davis (website content management): essential computer-based = work from home (Backup: Emily Rogers, Patrick Kearney; Triangle Park Creative)

· Activate pandemic-related website pages and maintain content with input from Communications and Education Department Directors

Rosemary Fifield (Director/MT member)

· Monitor pandemic outbreak reports; keep MT informed (Backup: Jaime Baker)

· Serve as liaison with local emergency risk management authorities (Backup: MT)

· Work with MT to assess and tailor interventions to meet current risk level 

· Work with Allan Reetz and Ken Davis to continuously update members, customers, staff, and general public about risk-management strategies, current shopping conditions, disruptions, shortages, etc. (Backup: MT, Jaime Baker)

· Other duties, as identified 



Individual Department Plan:     Education & Member Services (cont.)


CONTINGENCY PLANS for ESSENTIAL SERVICES potentially affected by external circumstances

Power Outage (regional)

· Phone coverage: Go to POTS lines 

· Information and price signage: Hand-write 

· Maintain office supplies: Order by phone; distribute as usual 

· Maintain infection control supplies: Order by phone; distribute as usual 

· Computer-based support for other departments, as needed: Suspend 

· Mail distribution: N/A

· Duplicating and other office support duties: Suspend 

· WEBSITE: contact Triangle Park Creative via phone with critical information to place on website

· Monitor pandemic outbreak reports; keep MT informed (Rosemary will have capability from home with generator and satellite access)

Technology Loss (without power outage)

· Depending upon type of technology lost (computer, server, phone system, copier), follow plan above for power outage.

The following would not have a department-specific effect on essential services provided by the Education and Member Services Department:

Panic Buying

Fuel Shortages

Supply Chain Disruption (other than office supplies and/or infection control supplies)

Loss of Banking Services

Loss of Municipal Services/Security

Loss of Public Transportation
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Individual Department Plan: 
Human Resources



ADDITIONAL STAFF DUTIES:

Deanna Vaillancourt and Jill Curtis:

Coordinate short term hiring needs for temporary vacancies with Leddy Group and NH Employment Security.  Maintain pool of potential hires.   Coordinate with same to place our own displaced staff if necessary.  (Loretta backup)

Screen potential temporary hires.   (Loretta backup)

Maintain information in ABRA database of ill employees and those with ill family members.  (Janet and Loretta backup)

Maintain and utilize emergency contact information as necessary.   (Janet and Loretta backup)

Process short term disability paperwork and assist employees with medical provider input.  (Loretta backup).   

Assist employees with social and psychological needs, coordinating with appropriate community resources.  (Jaime Baker and Loretta backup).

Other duties as assigned.

Loretta Land:

Monitor flu outbreaks by department, location, and employee.  Share information with MT and department managers, including potential return to work dates.  (Janet and Jill backup).

Assist department managers with hiring and scheduling temporary workers, best utilizing workers’ skills 

Liaison with local emergency risk management authorities (MT backup)

Work with Communications Department to update staff about strategies, closings, hours of operation, etc.  (MT, Jaime Baker backup).

Maintain contact with area health officials and hospitals and clinics to assist employees/family members needing care.  (Jaime Baker, Mary Choate and Jill backup)

Coordinate return to work after employee’s own  illness.  (Janet, Jill and Deanna backup). 

Monitor public transportation systems/Assist staff with transportation needs  (Jill backup)

Phone Coverage:  go to POTS line in Jill’s office
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Individual Department Plan: 
Information Technology


[This plan is considered dynamic and may be subject to change without notice.]

At the direction of the Director of Information Technology in the event of an evident highly contagious viral disease outbreak that has been classified as Pandemic1 and present and considered severe2 within the Upper Valley; staff members of the Department of Information Technology will be immediately re-assigned to perform essential job functions from home to limit their exposure and to implement this emergency plan. 

During the implementation of this plan;

Each staff member will immediately initiate offsite/off network communication protocols, during their normally scheduled shift.

· Support Calls - All technology support calls will be redirected to the on-call blackberry telephone number. This telephone will be issued to the Technology Support Coordinator or acting coordinator. The TSC will properly log all calls on the DOIT SP website. 

· Daily Communications – during normal business hours each staff member will remain actively logged on to the DOIT SP website and be actively engaged in work and/or available for communication. Staff members will update their status on the Status Board consistently throughout the day.

· Telephone - Departmental Cell Phones must remain charged and be on and within reach of each staff member at all times. If there are cell reception issues another telephone must be available and the number must be published to the DOIT SP website.

· Service Requests – each service responder must properly log actions and update the status3 of SRs within a timely manner.

During this plan the department's primary purpose will be to remotely operate by telecommuting - monitoring, maintaining and taking steps to ensure the following critical systems are available (listed in order of importance):

· Internet Connectivity: T1 circuits Springs - Segnet

· Site-to-Site WAN: T1 circuits Fairpoint, Routers

· Domain Hosting: Sharepoint Service Servers   

· Remote Access Tools: Sharepoint, NAT to Departmental VMs via RDP, Citrix

· Voice Communications: Telephone Systems (Fairpoint Analog and Shoretel Digital)

· Point Of Sale: POS Systems, CC Terminals, Point of Sale Network, Frame Relay

· Service Scales: Departmental Scales

· Backup networks: Cable, Cell, Global Wireless Internet

· Data Network: Site LAN/Switches, AD  Domain Controllers, Distributed File Systems

· E-Mail Communications: Exchange Servers, SMTP, Praetor

· Hosted Applications: e.g. Citrix, HQ, Store, Category Analyzer, Abra, Platinum

· Automated Data Process: Files in Transit

· User Data

· End-User Support

· All other tasks and directives as assigned


Individual Department Plan: 
    Information Technology (cont.)


In the event significant failures4 occur in systems listed above that cannot be resolved remotely; the Department of Information Technology will coordinate on-site deployment of limited support staff as needed. This support staff may be made up departmental personnel and/or third-party support as needed. Such determinations will be made by team discussion on the DOIT SP site.

Departmental projects - that involve on-site work will be postponed; this includes related buying, new system installations and hardware maintenance programs until further notice.

IT Buying Program - suspended except for: licensing, support renewals, emergency acquisitions or as needed or directed.

Huddles – all face-to-face meetings are suspended until further notice, however electronic meetings will occur on the DOIT SP website on an as needed basis.

Policy/Security Changes – general requests that prompt changes that could impact the stability or security of our; networks, systems, data, or changes to departmental policies, procedures or the departmental plan shall be suspended. This includes but is not limited to changes to: Active Directory, Group Policy, ACLs, Firewall configurations, PCI systems and creation of new AD accounts. However in the event requests are received related to lack of adequate healthy personnel with sufficient privileges to properly provide coverage for a department’s needs, special consideration shall be given; while observing the principal of least privilege and all changes must be temporary, documented, reviewed and approved by the Director or the acting designate for security changes who has been assigned acting domain administrative privileges.

Invoice Coding – Invoices will be redirected to the TSC or acting for processing. The TSC will pre-code each invoice and post a summary sheet for approval on the DOIT SP website. The Director or acting designate for invoice approval will electronically approve the summary sheet and transmit it to Accounts Payable processor. The TSC or acting will scan each invoice within the batch and compress those invoices in a single file and e-mail the file to the AP processor for payment.

Departmental Forms – Including but not limited to: Expense Forms, Benefits forms shall be completed, signed scanned to file and e-mailed to the Director or acting designate for departmental form approval. The Director or acting designate will electronically approve forms and e-mail them to the appropriate external departmental processor.

L.imited A.ccess Z.ones – During implementation of this plan IT offices spaces with doors will be considered part of the L.A.Z.5 When deployed staff is present in these locations the doors must be closed and locked at all times. 
On-site Deployment – All deployed staff is expected to take sufficient steps to limit risk of infection including but not limited to: limiting face-to-face contact with others as much as possible, wearing disposable gloves when working with surfaces that may be contaminated, using hand sanitizer after removing gloves and the use of face masks when working in public areas. Any technology equipment returned to the department must be properly sanitized before storage or placement in L.A.Z.s. 



Individual Department Plan: 
    Information Technology (cont.)


Statement of Designates – on the onset of this plan the Director is responsible for completing this document which will identify specific temporary designations. If a specific designate becomes incapacitated in a manner that prevents them from being able to; effectively fulfill their duties related to this plan or perform regular job functions their essential job tasks must be assumed by the next qualified closest ranked team member, until the original team member has recovered. In the event the Director becomes temporarily incapacitated; the team must continue to execute this plan, departmental S.O.P.s. and IT best practices. While the Director is recovering; decisions or needed approvals that normally fall to the Director must be documented and deferred to the General Manager, in the event the G.M. is incapacitated MLDs should be documented and deferred to the Management team for direction.

1Including but not limited to: Influenza H1N1 - an outbreak that has been classified as a Pandemic by W.H.O. (World Health Organization).
2 Pandemic with a minimum Severity Index of 2 as posted by W.H.O., and regionally present and considered severe within our local community by officials.

3 Service Request status must change from Initiated to Engaged to Closed as applicable.

4 Significant failures are defined as: when suitable replacement/redundant systems are unavailable for use or not functioning in a manner to meet the needs of the required demand generated by Co-op patrons.

5LAZ (Limited Access Zones) is defined as: IT designated rooms that are to be locked at all times and access is controlled and restricted by key or code. Access to such spaces shall not only be restricted, but monitored, and logged. Physical access to such spaces is limited to the following authorized personnel: Co-op Information Technology staff, Co-op Maintenance Staff and third-party support/technicians accompanied at all times by a member of Co-op IT or Maintenance staff, and Emergency Response Providers as needed. The following rooms are included in the LAZ: Chiron Springs Machine Room, Chiron Springs Network Wire Closets, Hanover IT Machine Room, Lebanon IT Machine Room, CCM IT Machine Room, and IT Storage Rooms and wire closets.
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Individual Department Plan: 
Merchandising



STAFF DUTIES

Administrative Staff (Jolene and Brittney):

· Maintain call answering center for all Merchandising Department business.  Know the locations of all merchandisers so they can contact as needed. 

· Provide essential services:

· Mail distribution 

· Duplicating and other office support duties

· HQ = new items

Paul Hoffmann - Essential

· Direct all merchandising issues in the absence of merch staff

· Secure transportation needs for deliveries and transfers

Dot Benham (has General Manager experience): non-essential; reassign:

· Assist stores as needed in meeting various department needs

· Has computer access to stores from home

· Other, as assigned

Jacob Vincent (Psychology Degree): non-essential

· Assist stores as needed in meeting various department needs

· Has computer access to stores from home

· Deal with sensitive customer needs

Randy Gage (Good knowledge of Hanover store mechanical systems, heavy equipment experience, carpentry skills, management experience)

· Back-up and assist the maintenance department

· Has computer access to stores from home

· Work with suppliers on transportation needs

· Assist in stores with ordering and securing product

· Other duties, as identified 

Ed Howes (Good knowledge of ordering and product info)

· Work with suppliers on transportation needs

· Has computer access to stores from home

· Assist in stores with ordering and securing product

· Other duties, as identified 

Pat Neily (Good knowledge of ordering and vendor contacts, recalled product procedure)

· Back-up and assist beverage and wine departments

· Has computer access to stores from home

· Work with suppliers on transportation needs

· Assist in stores with ordering and securing product for beverage and wine

· Other duties, as identified 



Individual Department Plan: 
Merchandising, (cont.)


Sam Estes (Grocery and bin grocery experience)

· Back-up and assist COS departments with all duties

· Work with suppliers on transportation needs

· Has computer access to stores from home

· Other duties, as identified 

Level One (10-15% staff absent) per Store Manager’s discretion 

· Stop all future promos, ads, re-sets, demos

· Stop future pricing

· Bring current items on future pricing back to regular price

· Create hard copy pricelists for bulk,  pfd, deli, produce, meat, floral and seafood

· Price maintenance will still be performed as needed

· New item list provide to receiving – these items would be products that we are sourcing due to out-of-stocks or customer demand because of pandemic

· Designated merchandising staff will be assigned to store operations per Paul or Tony’s direction

· Merchandising office will be open to only Co-op staff

INVENTORY CONTROL:

· No real change except for Future Pricing.

· All items on Future Pricing come off sale (No Future Pricing data entry needed)

· Price coordinators can help pull signs if needed.

· New ads still in effect, pricing still happening.

· Scan verification of ads and signs only – not regular shelf checks.

· Aid in creating department price lists if needed.

· Price coordinator coverage in stores is priority if department is short-staffed. 

· Available for emergency new item entry for critical items

Level Two (20% staff absent)

· All of the measures taken previously plus the following:

· Only emergency price maintenance will happen – 

· Merchandising office will be open to only Merchandising  staff

· Merchandising administration office will be the contact for all stores concerning product needs

· Staff further assigned to stores and only essential merchandising tasks performed 



Individual Department Plan: Merchandising (cont.)


INVENTORY CONTROL:

· All of the measures taken previously plus the following:

· Price Coordinator hours to 7:30 - 4

· Price changes that are already set to happen in stores still happen.

· Price coordinator coverage is priority if department is short staffed.

· Price coordinators to help in other departments as needed when changes are done.

· New data entry projects (price changes, etc) limited, or urgent changes done only.

· Find out what is going to be effective for future specials Merchandisers have already submitted! Do we finish,  or undo/postpone what is set to happen?

Level Three (21-30% staff absent)

· All of the measures taken previously plus the following:

· Staff will arrange transfer of perishable products to Lebanon and Community Market

· Secure supply of basic need products

· Case deals

· New items to deal with pandemic will be the only price maintenance happening

INVENTORY CONTROL:

· All of the measures taken previously plus the following: 

· Staff hours will not start before 9:00am and will extend until 7:00 pm if staff is available

·  Staff will be assigned to locations per Brian and remain at that location until reassigned

· Staff will be directed in stores by management of store

· Sanitation will become main duty of staff
Level Four (>30% staff absent)

· All of the measures taken previously plus the following:

· All available staff assigned to Lebanon store

INVENTORY CONTROL:

· All of the measures taken previously plus the following: All of the measures taken previously plus the following:

· Dixie and Jeannette to Lebanon store to help where needed, and see what our department can do to help in the store or through HQ-Store Maintenance.

· Tam stays in Chiron as Receiving contact, and handles emergency data entry situations.
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Human Resource Policies for Pandemic Flu



Attendance and Absenteeism in a Pandemic Outbreak

Purpose

This policy establishes guidelines for employee attendance and absenteeism during a pandemic illness outbreak or similar disaster.

Scope

This policy applies to all Co-op employees.

Policy

It is the goal of the Hanover Consumer Cooperative, Inc. to provide a safe workplace while operating our business as efficiently as possible during a pandemic flu outbreak or other disaster.

· Employees who are sick with the flu are expected to stay home.

· Employees exhibiting signs or symptoms of influenza will be sent home and be expected to remain there for three to five days. Employees with the flu cannot return to work until they have been without a fever for at least 24 hours.

· Employees who remain out of work for three days or more because of the flu do not need a doctor’s note upon return.

· The Co-op will reserve the right to question employees regarding symptoms, including fever and cough, before allowing them to begin a day’s work.

· Employees who miss work because of illness, or because of the need to care for ill family members, will be covered by the provisions of the Family Medical Leave Act (FMLA).

· Employees who wish to remain at home but who are not ill or caring for ill family members will not be covered by the FMLA.

· Managers will determine which operations functions are critical to the efficient operation of the business and require the presence of staff on site and will make staffing assignments accordingly.

· Managers will determine which, if any, functions can be performed remotely, and make staffing assignments accordingly.

Administration

This policy will be administered by the Management Team.
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Human Resource Policies for Pandemic Flu



Fitness for Duty 

Purpose

This policy establishes the Co-op’s expectations for an employee’s fitness for duty.

Scope

This policy affects and applies to all Co-op employees.

Policy

It is the goal of the Co-op to provide a safe workplace for all employees.  The Hanover Consumer Cooperative Soc. Inc. has adopted the following fitness for duty policy:

· All employees are expected to be physically and mentally fit to perform their jobs in a safe manner at all times.  If you are not able to perform your job or you are taking any medication that might affect your ability to do your job, you are to inform your supervisor immediately.

· If a supervisor believes you are not fit to perform your duties, you may be sent home, relieved of certain duties, assigned to different duties, assigned to light duty, requested to take a medical examination, or asked for an explanation.

· Any employee who refuses to cooperate with a determination of whether he or she is fit for duty will be subject to corrective action, up to and including termination.

· If you are not fit for duty, you may be eligible for benefits, such as sick leave, family leave, intermittent leave, workers’ compensation, group health care, or others.  If you are not able to perform some duties but can perform others, an attempt will be made to reasonably accommodate your restricted activity.

· This policy will be interpreted and applied so as to conform to applicable law, including the Americans with Disabilities Act and the Family Medical Leave Act.

· A written request for reasonable accommodation must be provided to the supervisor to forward to Human Resources.

Administration

The Human Resources Director will administer this policy.
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Human Resource Policies for Pandemic Flu



Use of Vacation and Personal Time to Cover Sickness

Purpose

This policy establishes the Co-op’s expectations for use of vacation and personal time to cover periods of illness

Scope

This policy covers all Co-op employees.

Policy

It is the goal of the Co-op to monitor and require appropriate use of vacation and personal time and to not permit carry-over of more than 80 hours of vacation and 120 hours of personal time at year’s end (unless a written plan to use that time is submitted and approved).  In the event of employee absence from work:

· Employees may elect to use accrued vacation and/or personal time to cover absences from work, including absence due to sickness.  A time benefit sheet should be used for requesting time benefits.

· In the instance of a pandemic illness, with an absence longer than three (3) days, the employee may choose to use either personal (with approval from his/her manager) or vacation time.

· If an employee is temporarily disabled, and the employee is eligible for Short Term Disability, vacation and personal time may be used to supplement that benefit.

· A written plan to use excess accrued vacation and personal time carried over to the next calendar year must be submitted before December 31, and must be approved by the department manager, store manager or member of the management team and a payroll representative.

Administration

The Human Resources Director will administer this policy.
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Sanitizing Non-Food Production Surfaces



Persons infected with the flu may infect others before they show symptoms and from five to seven days after. 

Coughing or sneezing on surfaces or objects, or otherwise contaminating them with infected hands, tissues, etc. can deposit flu viruses that will survive and remain infectious for up to eight hours. 

Persons touching the contaminated surface or item can then transfer the virus to themselves, most often by touching their own mouth, nose, or eyes before they wash their hands. 

Your best protection is to wash your hands often and to avoid touching your mouth, nose, or eyes as much as possible. In addition, regularly cleaning and sanitizing exposed, shared surfaces can help. These surfaces include, but are not limited to

· doorknobs

· handrails

· table tops (lunchroom and meeting rooms)

· chairs

· countertops

· sinks and faucets

· desks

· telephones (buttons and handset)

· POS touch screens

· keyboards

· computer mice

· on/off buttons for equipment, including microwaves

· copiers and printers

· staplers and other desk accessories

· U-boats and carts

Everyone must take responsibility for regularly cleaning and sanitizing shared surfaces where they work, especially at the beginning and ending of shifts. 

Staff may also be assigned to clean and sanitize common areas and surfaces such as handrails and doorknobs.

Use the Right Sanitizer

Sanitizers come in different forms. 

Sanitizing wipes (e.g. Clorox Disinfecting Wipes, SaniCart Wipes) can be used for small areas or equipment that must not become overly wet, such as computer keyboards. (SEE “Sanitizing Computer Equipment Surfaces” below.) 

Sanitizer solution (D10, quaternary ammonia, or “quats”) in buckets or spray bottles and a clean cloth should be kept on hand for sanitizing large surfaces such as tables, desktops, handrails, doorknobs, etc.  Be sure to read the manufacturer’s instructions for proper preparation of sanitizer solution to ensure its effectiveness. For best results, use Sanitizer Test Strips for measuring concentration of the final dilution.

Once the sanitizing solution has been applied to a surface, it should be allowed to air-dry. Do not wipe it dry.

Sanitizing solutions must be clearly labeled and stored away from food.
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Sanitizing Computer Equipment Surfaces



Please remember to power down equipment before sanitizing.

Keyboards, Mice, Phones

Sanitizer: Clorox Disinfecting Wipes* 

Wipe surfaces and allow to air-dry for at least 30 seconds before touching or powering up 

Monitors, POS Touch Screens
Sanitizer: Clorox Disinfecting Wipes* 

Wipe down screen so it appears wet and allow to air-dry for at least 30 seconds. Then wipe with a clean soft microfiber cloth** or paper towel (no tissues).

If needed to improve clarity, follow up with a gentle spritz of prepared alcohol solution** or a lens cleaner approved by IT. 

Note: Do not use a spray bottle, and make sure there is no dripping. 

**Prepared alcohol Solution:  50% distilled water: 50% isopropyl/ethyl alcohol 

Mix distilled water and isopropyl/ethyl alcohol and place in a properly labeled bottle.

Purchased lens cleaner: please check w/IT before using. Lens cleaner will normally indicate on the label that it is for lens, camera, binocular, CD’s, and computer screens.

* Order from officesupplies@coopfoodstore.com

**IT will provide upon request
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Food Stores, Community Market, Commissary Kitchen, Service Center





Tomato & VT Cheddar Soup


Chicken Noodle soup


Turkey Potpie


Tapioca


Mini Turkey Meatloaf


Mashed Potatoes


Lasagnas


Baked Macaroni & Cheese
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