CORONAVIRUS
(COVID-19)

PANDEMIC
PLANNING
GUIDE
HOW TO
PREPARE
YOUR
BUSINESS
FOR THE
CORONAVIRUS
OUTBREAK

Ready Northwest
Emergency
Management
February 2020

Ready Northwest Emergency Management

BRIEF HISTORY OF
Coronavirus (COVID-19)

Coronavirus disease 2019 (COVID-19) is an
infectious disease that is spread by the
SARS-CoV-2 virus that is closely related to
the SARS virus. The virus is transmitted by
small droplets that are coughed or sneezed
by an individual. Onset of symptoms begins
2 to 14 days after exposure.
Symptoms resemble the influenza virus,
including fever, cough, and shortness of
breath. Without effective treatment, cases
can progress to pneumonia and multi-organ
failure. There is currently no vaccine or
antiviral treatment available for COVID-19.

CURRENT
ASSESSMENTS AND
PROJECTIONS

As of the end of February 2020,
there are over 80,000 confirmed
cases of COVID-19, with the majority
(96%) of cases coming from
mainland China. The fatality rate is
2,705 or approximately 2% of the
infection rate.
COVID-19 has gone beyond the
borders of mainland China and now
confirmed cases are being reported
in the Middle East, Europe, and
North America.
It is projected to continue to spread
as containment and isolation efforts
are being instituted across the world
.The World Health Organization, the
Centers for Disease Control and
other groups are working together to
stop the spread.
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CONDUCT
BUSINESS
ASSESSMENT

In order to currently assess your
business or organization's risk to the
COVID-19 virus, a risk assessment
should be completed that includes
all departments, operations, and
marketing for your business.
Your assessment should include at
least the following:
Employee Safety/Pandemic Plan
Customer Awareness
Supply Chain/Vendor
Vulnerabilities
Stakeholder Notification
Strategic Financial Planning
This guide will assist in planning by
providing a framework from which a
pandemic plan could be created.
Pandemic planning is only one part
of a company's overall emergency
response. If an existing pandemic
plan is in place, this guide can be
used to update or supplement
current plans and policies.
Ready Northwest Emergency
Management believes that every
organization needs a business
continuity plan or which pandemic
planning is a part of. If your business
needs a more comprehensive plan
for your operations, please contact
Ready Northwest Emergency
Management at ReadyNW.com
or by email at
Edward@ReadyNorthwest.com

BUSINESS
ASSESSMENT
Questions to ask
When conducting your business
assessment for COVID-19, ask the
following questions:
Has the COVID-19 virus spread to
our country?
Has our national health agency
issued any guidance or
restrictions regarding COVID-19?
Is there a current pandemic plan
in place?
Have any employees traveled to
mainland China or areas where
COVID-19 has been confirmed?
Have customers expressed
concern with our ability to fulfill
orders promised?
Are any of our vendors or
suppliers located in the areas
affected by COVID-19?
What are the current Human
Resources policies regarding sick
and ill employees?
What are critical business
functions that cannot tolerate a
downtime?
In case of an expected business
disruption, is there enough capital
or financial resources to expect
an economic downturn?
Each of these questions will be
discussed in the following sections.
While these shouldn't be the only
questions asked to determine your
company's vulnerability, they can be
used to guide additional planning.
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EMPLOYEE SAFETY
AND PROTECTION
In pandemic planning, employees are the front
line of defense against an outbreak in the
workplace. Preventing the spread of the
disease by creating infection control
procedures, remote work capabilities, sick
policies, and other means can ensure that your
business is still able to provide delivery of
services during times of significant worker
absenteeism or other measures instituted by
your local health authority.
Consider the following:
Providing masks, hand sanitizer and
disinfectant wipes to employees and at
designated stations.
If able, conduct meetings virtually.
Incorporate IT in developing technology
solutions.

Pandemic Response
Committee
Made up of
employees from
different
departments or
offices. This
committee will
recommend policy
and decisions
regarding company
pandemic response
planning as well as
provide a central
repository for
company wide
reporting.

Create a policy for disinfecting shared
workstations during shift changes.
Encourage telecommuting options if they
are available for employees. Transition
positions to telecommuting ability.
Provide timely and essential guidance on
current precautions as issued by your local
health authority.
Identify critical employees and their job
functions. Provide cross training or backup
employees to fulfill these roles.
Postpone or delay travel to affected areas
unless critical to business operations. If
travel is needed, take appropriate personal
protective equipment (PPE).
Review or create an emergency sick leave
policy for employees.
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This global outbreak of
coronavirus has already
disrupted economic
security.
Business are feeling the
impact and customers
are concerned about
your ability to deliver.
Be transparent by
advising of
foreseeable delays.
Advise of steps your
business is taking to
mitigate delays.

CUSTOMER
AWARENESS

Communicating with
customers and clients
Effective communication is key to
reaching your customers and
assuring them that your will be
able to deliver on your services.
Use your social media platforms
to engage with your customers
and answer any questions they
may have about your company's
ability to deliver.
Develop pre-scripted messages
in advance for certain scenarios.
These may include if travel or
gathering restrictions go into
effect, if you business is impacted
by infection, or a critical supplier
is unable to fulfill orders.
Be careful of what you share on
social media, interviews, and
media release. Trust and verify
that the information your are
releasing is accurate and from a
trustworthy source.
Post promptly any changes to
your operational structure. These
can include closing
offices, temporarily halting or
producing products, or delaying
releases.
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SUPPLY CHAIN AND
VENDOR RELATIONS
The global supply
chain for all products
has already been
impacted by shortages
and delays.

The global supply chain for products from
medication to metals has already been
impacted by the coronavirus outbreak. One of
the biggest problems being created right now
is the shortage of medical and surgical masks.
Healthcare facilities around the world are
reporting delays and stock shortage as they
await more to be produced.
What this means for your business can differ
based upon the industry your serve. If your
business relies on product from overseas areas
impacted by the coronavirus outbreak, it will
mean delays in production and shipment.
In order to alleviate the foreseeable delays,
your business should consider the following:
Activate or establish backup suppliers and
contracts, preferably in another region. It is
understandable though if there are no other
suppliers able to accommodate the request.
If getting a backup supplier is not available,
allocation of current inventory will need to
be conducted. Depending on the criticality
of these supplies, it may impact current
projects and or sales already in progress.

A priority based decision matrix
should then be created to
determine where critical products
will then be used and for what
projects. Non essential or elective
projects may have to be
cancelled.
If the coronavirus outbreak
causes regional and local
closures in your area, your current
stock and product may go unsold.
Identify alternate means to sell
product such as online, or work
with other offices or other
industry leaders who may be able
to buyback your product(s).
Critical items necessary for
personal preparedness will be in
short supply throughout the
outbreak. Continue to get updates
from your suppliers. BEWARE of
counterfeit personal protective
equipment being sold.
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STAKEHOLDER
NOTIFICATION
Board of Directors
Investors
Corporate
governance

You can ensure that
corporate governance is
appraised of the pandemic
planning of the company
by:

Corporate
governance will be
interested in the
business continuity of
your organization and
its ability to handle a
global disruption
caused by the
coronavirus outbreak.

Utilizing your Pandemic
Response Committee to provide
company updates in regards to
policy, procedures, and reporting
criteria.
Utilizing Human Resources to
report on sick leave policies and
projected health and wellness
impacts.
Utilizing Legal Counsel to discuss
impacts to operational
quarantines and isolation. In
addition, legal should review
current contracts in place to
determine any breach of clauses
due to coronavirus impacts.
Utilizing Marketing and PR to
discuss impacts being seen
regarding company reputation
and crisis communication.
Utilizing Procurement and
Supply Chain Management to
identify any critical delays in
receiving and ordering products
from areas impacted by the
coronavirus.
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STRATEGIC PLANNING
Your company's financial
and workforce
forecasting

The global Coronaviris outbreak has already
disrupted economies and world markets. As of
this publication, the Dow Jones Industrial
Average of the United States has recorded 2
days of record selloffs. Even though business
owners constantly review their economic
viability every quarter, it is crucial now to
determine how the financial impacts of a global
outbreak will affect your business.
Is there significant capital available to
weather an economic downturn for the
foreseeable 6 months to a year?
If there is an existing Business Interruption
insurance policy in place, what are the
necessary steps needed to file a claim?

While the forecast
for how long the
outbreak is going to
last is uncertain, it is
expected to
continue into the
Q2/Q3 of 2020.

Are current projects that are expected to
start in the next 6 months going to be
impacted due to product delays, workforce
reduction, or lack of available capital due to
the coronavirus outbreak?
If the coronavirus outbreak continues for the
next 6 months, will this have an impact on
seasonal revenue from summer activities?
Will this impact my ability to hire or maintain
adequate staffing levels? Will my business
be affected by reduced demand for
tourism?
Do alternate forms of revenue streams have
to be created to support current operations,
such as moving to online sales platforms or
adoption of other technology?
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HOW READY
NORTHWEST
EMERGENCY
MANAGEMENT CAN
HELP
Pandemic planning
and
emergency
preparedness
are our specialty

Ready Northwest Emergency Management has
been helping businesses and organizations
develop emergency preparedness plans for
just these types of outbreaks and other
disasters for over 5 years.
We work with businesses to develop plans
specific to their industry. Each business is
different and with it comes their operation,
locations, culture and values. Ready Northwest
works to bring all of those facets into a
comprehensive emergency preparedness plan
that is specific to your business. We do not
believe in a one-size-fits all approach to
emergency preparedness.
Ensuring that your business remains open
during a disaster is our number one priority. In
addition to creating emergency preparedness
plans to prepare your company for a disaster,
we also develop business continuity plans to
keep you business open after a disaster
strikes. We also provide training to employees
on emergency preparedness skills.
Having a plan is one thing, Making sure it works
is another so Ready Northwest also conducts
testing for your organization on ensuring that
your plans in place do work as intended. We
can conduct testing either in a tabletop
discussion format or in a live-action drill. The
choice is yours.
The coronavirus outbreak is happening now
and will affect every person on the planet
either directly or indirectly. Ready Northwest is
there to help your company and employees
weather the storm. Prepare with us today to be
ready for a disaster tomorrow.
Ready Northwest Emergency Management
ReadyNW.com
EDWARD@READYNORTHWEST.COM
503-862-7941
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