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Executive Summary 
 
Business continuity means ensuring that essential business functions can survive a natural 
disaster, technological failure, human error, or other disruption.  Many existing business 
continuity plans anticipate disruptions such as fires, earthquakes, and floods; these events 
are restricted to certain geographic areas, and the time frames are fairly well defined and 
limited.  Pandemic flu, however, demands a different set of continuity assumptions since 
it will be widely dispersed geographically and potentially arrives in waves that could last 
several months at a time. 
  
Depending on the flu strain and based on previous pandemics, public health officials 
project cumulative absentee rates of 25-30 percent over three to four months.  Absentees 
will include sick employees, and those who must care for others who are sick.  Fear will 
also impact rates of absenteeism. 
 
If a pandemic flu strikes, government health officials will issue information, warnings 
and work with the media to disseminate advice on how to avoid becoming ill.  Company 
managers, human resource departments, and employees should pay close attention to the 
guidance provided by local and state health departments. 
 
In a worse case scenario, “business as usual” may cease.  Government health officials 
may have to implement dramatic measures, including shutting down certain businesses 
that involve high levels of interaction with the public, such as restaurants and theatres.  
Health officials may also have to restrict travel, cancel public events such as concerts or 
sports, and close schools. 
 
The size and type of business will be the deciding factors for the type of plan that a 
business needs to develop.  OmniTel’s business continuity plan for a pandemic includes 
the following components at a minimum: 
 

• Provide each employee the resources to prepare themselves or their families 
• Prevent/minimize the spread of influenza in the workplace 
• Monitor worker absentee rates 
• Create a system to notify/share the information with workers during 

pandemic event 
• Develop a plan to address essential resources to maintain operations 

 
OmniTel Communications has developed a pandemic plan with to ensure 
that OmniTel Communications and its employees will meet and overcome 
the challenges presented by a pandemic flu event. 
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OmniTel Communications Pandemic Team 
 

In June 2006 a pandemic team was formed at OmniTel Communications.  Team 
members were selected with the goal of achieving representation from all facets of 
OmniTel’s business scope within the pandemic team.  The Pandemic Team was assigned 
the task of developing a Business Pandemic Preparedness and Recovery Plan.   
 

Pandemic Team Members 
 

Name                                CEO OmniTel Communications 
                                           608 E. Congress 
                                           Nora Springs, Iowa 50458 
                                           641-749-2531 
Name                                Manager OmniTel Communications 

                               608 E. Congress 
                                           Nora Springs, Iowa 50458 
                                           641-749-2531 
Name                                 Plant Manager 
                                           608 E. Congress 
                                           Nora Springs, Iowa 50458 
                                           641-749-2531 
Name                                 Data/IT 
                                           608 E. Congress 
                                           Nora Springs, Iowa 50458 
                                           641-749-2531 
Name                                 Sales/Community Relations 
                                           608 E. Congress 
                                           Nora Springs, Iowa 50458 
                                           641-749-2531 
Name                                 Administrative Assistant       
                                           608 E. Congress 
                                           Nora Springs, Iowa 50458 
                                           641-749-2531 
Name                                 Customer Service Manager 
                                           608 E. Congress 
                                           Nora Springs, Iowa 50458 
                                           641-749-2531 
Name                                 Sales Manager/Pandemic Team Leader 
                                           608 E. Congress 
                                           Nora Springs, Iowa 50458 
                                           641-749-2531 

 
 

 



OmniTel Communications Pandemic Plan Objectives 
 
OmniTel Communications has created a pandemic plan for 
continuity of operations in the event of a pandemic.  The goals and 
objectives of the plan are: 
 
 

• Continue to operate effectively if key employees are out for long 
periods, or even permanently. 

• Continue to operate effectively if our suppliers/vendors businesses are 
disrupted. 

• Continue to operate effectively with minimal contact between 
employees, customers, and suppliers for prolonged periods. 

• Optimize employee health in the event of a pandemic, through 
utilization of an employee health education plan. 

• Provide clear, concise pandemic information to employees, customers, 
and vendors through utilization of a communications plan. 

• Create a competitive advantage during the pandemic and after the 
recovery. 

• Keep existing and gain new customers. 
 

 
 
Swift, agile, decisive, and coordinated action based on accurate 
information and advanced preparedness planning, before the 
appearance of influenza in the local area is critical. 
 
 
Pandemic Team Mission Statement – Develop and implement a 
plan to ensure that OmniTel Communications and its 
employees will meet and overcome the challenges presented by 
a pandemic flu event. 
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Pandemic Background Information 
 
 

An influenza pandemic is an occurrence of viral disease encompassing a 
very wide area; it is usually used in reference to an infection involving the 
whole world.  In the last century this happened three times: 1918 (Spanish 
Flu), 1957 (Asian Flu) and 1968 (Hong Kong Flu). Historians and 
epidemiologists estimate that the 1918 pandemic killed 50,000,000 people 
worldwide, including 500,000 in the United States. The 1957 and 1968 
pandemics took fewer lives: the 1957 pandemic killed approximately 70,000 
people in the United States and the 1968 pandemic killed approximately 
34,000 in the United States. 
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Pandemic Defined

A pandemic is a global disease outbreak
An influenza pandemic occurs when a new influenza A 
virus emerges for which there is little or no immunity in 
the population, begins to cause serious illness and then 
spreads easily person-to-person worldwide

 
 
 
 
 
 
 

Characteristics and Challenges of a 
Pandemic

Rapid worldwide spread
Healthcare systems overloaded
Medical supplies inadequate
Economic and social disruption
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Infectious disease experts at the World Health Organization (WHO) and the 
U.S. Dept. of Health and Human Service’s Centers for Disease Control 
(CDC) expect a new influenza virus identified as H5N1 (also known as 
“Avian Influenza” or “Bird Flu”) to be the likely cause of the next influenza 
pandemic.  It has shown itself to be very adaptable and very deadly.  As of 
the date of this report, the H5N1 virus has killed approximately 57 percent 
of those infected, most of  who have been under the age of 40 years. 
 
 
 
 
 
 

Avian Flu – The Next Pandemic 
Threat?

There has been 229 confirmed cases of Avian Flu since 
2003
Of these confirmed cases 131 deaths have occurred
Avian flu has been confirmed in 10 countries
Avian flu is not being transferred from human to human 
at this time
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Summary

Scientists think we are overdo for a Flu Pandemic
The strength and duration of Pandemics is not known
Current Avian Flu statistics and news is not good
World population and density could contribute to the 
severity
Global Economic and mobility issues

 

Flu Types

Pandemic flu is virulent human flu that causes a global outbreak, or 
pandemic, of serious illness. Because there is little natural 
immunity, the disease can spread easily from person to person. 
Currently, there is no pandemic flu.

Pandemic Flu 

Avian flu is caused by influenza viruses that occur naturally among 
wild birds. The H5N1 variant is deadly to domestic fowl and can 
be transmitted from birds to humans. There is no human 
immunity and no vaccine is available.

Avian Flu -
or bird flu 

Seasonal influenza is a respiratory illness that can be transmitted 
person to person. Most people have some immunity, and a 
vaccine is available.

Seasonal Flu -
or common flu
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Influenza viruses such as H5N1 go through several phases of mutation as they progress 
toward the ability to cause a pandemic. The first phase is establishment within an avian 
population (almost all influenza viruses begin in birds; the fact that this strain is being 
called “Bird Flu” is somewhat misleading). Most viruses never pass beyond bird-to-bird 
transmission and those viruses pose no threats to humans. The influenza viruses that do 
become threats to humans pass through the following additional phases: 
 
Phase 2: Some bird-to-human transmission 
Phase 3: Limited human-to-human transmission 
Phase 4: Increased human-to-human transmission 
Phase 5: Significant human-to-human transmission 
Phase 6: Pandemic: Efficient and sustained human-to-human transmission. 
 
The WHO lists the current threat as “Phase 3” and states, “Experts at WHO and 
elsewhere believe that the world is now closer to another influenza pandemic than at any 
time since 1968...” 
 
 

Current WHO Phase Alert
A new influenza virus subtype is causing disease in humans, currently not 
spreading efficiently and sustainable  among humans
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OmniTel’s ability to meet our contractual obligations to our customers, and our ability to 
protect our employees, will be affected by an influenza pandemic. The purpose of this 
report is to guide decision-making and to detail appropriate actions to be taken by 
OmniTel Communications in preparation for that pandemic. 
 
OmniTel Communications action plan is focused on the threat posed by influenza viruses 
that have passed into Phase 3 and beyond. Since OmniTel Communications actions are 
based on the threat to each individual site, the trigger points for escalating action are 
based on the geographical proximity of demonstrated human-to-human transmission to 
each OmniTel Communications site: 
 
Trigger Point 1: Demonstrated human-to-human transmission 
Trigger Point 2: Significant human-to-human transmission beyond immediate 

family 
Trigger Point 3: Human-to-human transmission cases in North America 
Trigger Point 4: Human-to-human transmission cases within 300 miles (500 

km) of a (company) site. 
 
We are currently at Trigger Point 1. Outbreaks of H5N1 influenza have been reported in 
53 countries, with limited human-to-human transmission documented in Indonesia, 
Thailand, Turkey, Azerbaijan, Iraq and Vietnam.  
 
The remainder of this report focuses on actions to be taken at each point. It must be 
emphasized that the Trigger Points used could be reached in rapid succession and with 
little time allowed for implementation of these plans. If significant human-to-human 
transmission is documented in any part of the world and, during the two-to-five-day 
incubation period, it is brought to a community near an OmniTel site, then Trigger Points 
2, 3, and 4 could all be met in a matter of a few days. 
 
Government officials have indicated that there is a substantiated risk of human-to-human 
transmission of a severe life threatening flu strain. As a result of this, we are establishing 
emergency procedures regarding required absences from work. 
 
You may not report to work under the following circumstances: 

 
• If you reasonably believe you have been exposed to the influenza virus 
• If you are currently providing care for any person, such as a spouse or child, 

who you reasonably believe to have the influenza virus. 
• If you have any symptoms of the virus including fever and cough. 

 
If you are physically able and work is available, you may work from home reporting 
hours worked via computer and telephone. 
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During this absence you will be required to utilize all available PTO for payroll purposes. 
Once such PTO is exhausted the remainder of the leave will be granted to you on an 
unpaid basis. 
 
Employees who call in sick to their supervisor or Human Resources should notify either 
their supervisor or Human Resources if the absence is influenza related. 
 
Any person exhibiting symptoms of the flu while at the workplace will immediately be 
sent home and is subject to this policy. 
 
You may not return to work until you have provided a certification from your physician 
that you are medically cleared to return. 
 
Telecommuting Policy For Emergency Circumstances 
 
Some job positions may have work available to them through a telecommuting process. 
Employees who are eligible due to their job descriptions and requirements for 
telecommuting will be provided with appropriate assignments if available when away in 
order to complete telecommuting tasks. Each employee who is telecommuting should 
review the information technology policies regarding security and procedures for 
telecommuting work. Employees are expected to keep track of all hours worked and 
report these via computer or telephone on a daily basis. 
 
Emergency Scheduling 
 
In order to minimize ongoing contact between employees and limit the transmission of 
the influenza virus, some work schedules will be shifted and require flexible work hours. 
You will be notified of any flexible hour scheduling in your department. 
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Pandemic Preparedness Planning- General 
 

 Identify a coordinator or team at each site, with responsibilities for preparedness 
and response planning. 

 Identify essential sub-contractors (including site IT) and suppliers (including 
janitorial supplies and fuel for emergency generators) and assure that they have 
plans in place for dealing with an influenza pandemic. 

 Develop policies and procedures to minimize workplace exposures for employees, 
customers, and suppliers (including measures to increase social distancing) 

 Establish policies for PTO for absences unique to a pandemic, including policies 
regarding when a previously-ill person is no longer infectious and may return to 
work after illness. 

 Establish policies for employees who have been exposed to influenza, or who are 
suspected to be ill, or who become ill at the worksite (including infection control 
response and immediate mandatory PTO. 

 Establish policies for telecommuting and flexible work hours. Consult with IT to 
determine what is needed at each site to allow managers and (where appropriate) 
staff members to work off-site. 

 Develop leadership succession plan for each site, for all levels of management. 
 Advise all employees of  OmniTel’s plan for dealing with an influenza pandemic 

and provide sufficient pandemic information to all employees 
 Train and prepare ancillary workforce 
 Establish an emergency communications plan and processes for tracking and 

communicating business and employee status 
 Establish travel policies 
 Develop and plan for scenarios likely to increase demand for our products and 

services during a pandemic 
 Provide sufficient and accessible infection control supplies at all sites, including: 

o Educational materials (hand washing posters, etc.). 
o Alcohol gel hand-hygiene dispensers. 
o Facial tissues and receptacles for their disposal. 
o Sanitizing wipes for disinfecting work surfaces 

 Identify essential employees and other critical inputs (materials) required to 
maintain operations during a pandemic 

 Identify appropriate PPE (personal protective equipment) for personnel 
 Obtain stockpiles of PPE as needed 
 Develop job sheets or cross training methods 
 Find up to date, reliable pandemic information from public health, emergency 

management, and other sources. 
 Implement an exercise/drill schedule to test the plan and revise periodically 
 Share best practices with others in our communities 
 Develop pandemic information that customers would receive as bill stuffers or in 

the company newsletter 
 Obtain signage other materials to post during a pandemic- examples- Limited 

customer access, closed to customers due to pandemic 
 Develop A & B Teams for alternating shifts/days if needed during Trigger Point 4 
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Pandemic Preparedness Planning – Administration 
 
Develop a chain of command or succession plan for upper management 
Examine HR policies and determine if changes will be needed during a pandemic (such 
as sick leave, family leave, vacation leave, shift limits, short term disability, constraining 
employee travel or movement) 
Examine employee insurance policy issues 
Consider the concept of evacuating top executives and housing them in “safe havens” 
where they can be protected 
Develop procedures for monitoring employee health at the work site (this should include 
contingency plans for workers becoming ill or dying at work 
Develop an employee data base to track employee absences 
Identify appropriate PPE for personnel 
Obtain stockpiles of PPE as needed 
Develop procedure to maintain adequate supplies of office supplies, Kleenex, 
disinfectants, garbage bags 
Develop employee contact listing for outbreak communications 
Develop calling tree to notify employees of pandemic trigger points 
Determine a trigger point when cleaning staff will no longer come to the office 
Develop a plan to deal with garbage if Waste Management suspends garbage collection 
Determine if the Nora Springs office would be closed to customers at any trigger point 
Determine if Mason City stores would close at any trigger point, at which time those 
employees would be utilized at the Nora Springs office 
Determine when to stop travel and meetings 
Educate employees to use conference system 
Determine A & B teams for possible staffing issues 
Reinforce employee’s responsibility for understanding the plan and that the plan action 
steps need to be followed and implemented 
Develop steps for dealing with hysteria 
Consider gloves for money handlers 
Determine at what point management contacts the Board of Directors 
Develop ability to do timesheets at home for accounting/payroll 
Organize flu shot clinic for employees/spouses 
Order flu and pandemic information for new employees (Iowa Guide to Keeping You 
Safe) 
Stock lysol wipes, germ gel at every location and wipe down stations, counters phones, 
door knobs and office equipment daily 
Send out flu information with paychecks 
Post new signs in bathrooms on proper hand washing   
Implement wipe down of the refrigerator handle, water foundation handle and spout and 
the microwave 
Develop information to send to customers promoting E-Bill, online, or ACH payments  
 
 
 



 15

Pandemic Preparedness Planning- IT 
 
 
Develop and plan for scenarios likely to increase demand for our products and services 
during a pandemic 
Develop “office in a bag” and work from home capabilities 
Develop a plan to isolate IT staff 
Make sure employees have access at home to printers, laptops, and phones 
Monitor bandwidth 
VPN capabilities for employees 
Have equipment back-ups 
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Pandemic Preparedness Planning- Plant 
 
Develop procedures to fuel vehicles at Fuel Mart during pandemic 
Get gas card fro Cartersville Elevator so vehicles can be fueled with minimal exposure to 
others who may be spreading the virus 
Develop a plan to deal with garbage if Waste Management suspends operations 
Develop a plan for the switch to be accessed from home or remote location 
Develop plan to limit techs going into customers homes 
Develop procedures for CATV, high speed internet installs during a pandemic 
Determine trigger point where techs no longer enter customer’s homes 
Empty garbage daily 
Identify spare hardware needs- on hand inventory vs. expected needs 
Create Plant Employee work schedule for alternating shifts if necessary 
Establish “order priorities” – what we can do vs. what can wait 
Outage protocols in the event of a pandemic- internet, phone, CATV, wireless internet, 
PCS, VoIP 
Plant Manager work with Phil for coordinating Rudd and Joe for coordinating Riceville 
Work with IT to establish “office in a bag” 
Develop succession plan for plant 
Organize and implement cross training 
Work with IT to develop internet pandemic communications for all employees 
Identify essential employees 
Share pandemic information with communities 
Have cots and water located at CO’s 
Define maintenance and outages procedure under pandemic conditions 
Determine trigger points to suspend plowing cable and locates 
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Pandemic Preparedness Planning- Customer Service 
 
 
Use hand sanitizer when handling money 
Empty garbage daily 
Investigate installing plexi glass to minimize CSR’s exposure to germs potentially spread 
by customers 
Consider a trigger point to close the office to customers 
Determine how to collect mail during a pandemic 
Get customers on AHC or pay by credit card 
Develop a plan to run billing during a pandemic 
Plan how to deal with disconnects during a pandemic 
Develop protocol for scaled down work requests under a pandemic 
Develop staggered work schedule 
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Pandemic Preparedness Planning- Accounting 
 
Move to electronic file for payroll to the bank instead of taking a disk there 
Set up the ability to pay bills online or ACH 
Develop plan for dealing with customer payments to the bank during a pandemic 
Plan for obtaining signatures for tax reports, etc. during a pandemic 
Determine what practices and reports are required to follow daily accounting practices 
Determine if the accounting practices can be done offsite or at home 
Create contact sheet for vendors/suppliers affiliated with accounting department 
Create Financial/Banking records for senior management to have a record of in their 
manual 
Program access codes/user names/passwords in the event accounting personnel becomes 
ill  
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Pandemic Preparedness Planning- Sales 
 
Prepare pandemic power point presentation for education of staff and employees 
Prepare pandemic power point presentation that can be used to inform schools, 
businesses and other organizations within our communities 
Prepare and display pandemic information in our store locations and make available to 
the public 
Provide sufficient and accessible infection control supplies at all sites, including: 

o Educational materials (hand washing posters, etc.). 
o Alcohol gel hand-hygiene dispensers. 
o Facial tissues and receptacles for their disposal. 
o Sanitizing wipes for disinfecting work surfaces 

 
Develop protocol for limiting public contact at a specific trigger level 
Develop plan to use the phone as much as possible under a pandemic 
Marketing/ creative services should prepare a flyer/bill stuffer on pandemic that can be 
sent to our customers and communities at Trigger Point 3 
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Trigger Point 1: Demonstrated human-to-human transmission 
 
 
 Pandemic team leader advises all employees that the Trigger Point 1 status is now 

in effect. Initial contact will be via email with return receipt requested. Follow up 
phone contacts to employees that the team leader determines have not responded to 
initial contact. 

 Pandemic Team should review Trigger Point 1 operational procedures with 
employees in their department. 

 Engage Trigger Point 1 departmental operation procedures. 
 Advise employees to notify HR, at the time they call HR to report the absence, if 

the absence is influenza-related.  
 Provide sufficient and accessible infection control supplies at all sites, including: 

o Educational materials (hand washing posters, etc.). 
o Alcohol gel hand-hygiene dispensers. 
o Facial tissues and receptacles for their disposal. 
o Sanitizing wipes for disinfecting work surfaces 

 Engage polices for managers and staff to use when employees leave work ill or call 
in ill: 

o Wipe down the ill employee’s keyboard, computer mouse, and telephone 
with a sanitizing wipe. 

o Alert Facilities Management if an employee is sent home or calls LRP to 
report an absence related to influenza and request that the employee’s 
cubicle be disinfected. 
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Trigger Point 1: Demonstrated human-to-human transmission-Administration 
 
 
Management announces trigger point 1 is in effect 
Review operational procedures and initiate departmental operational procedures 
Advise employees of HR policies that now become effective 
Continue to work on infection control at all sites on a daily basis 
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Trigger Point 1: Demonstrated human-to-human transmission-
Accounting/Billing/Customer Service 
 
Verify that all documentation and department pandemic plans are in place in case Trigger 
Point 2 becomes effective 
Set-up new email for billing arrangements 

• payments@omnitel.biz for implementation at Trigger Point 3 
Implementing automation procedures/functions/services 
Review operational procedures with customer service department 
Engage department in these procedures 
Report illnesses to HR; indicate if absence is flu related 
Provide infection control supplies at all sites 

• Hand washing posters 
• Alcohol gel dispensers (for customers and employees) 
• Facial tissues (for customers and employees) 
• Open to public garbage receptacles 
• Sanitizing wipes for disinfecting work surfaces 

Engage policies for manager/staff for when employees leave work ill or call in ill: 
• Wipe down entire work area and equipment with wipes 
• Notify HR as to if it is flu related illness 

Communicate payment method options 
• ACH, credit card, check by phone, or online payments 
• Drop box 

(Utilize comment section on billing statement, ¼ sheet stuffers, e-newsletter 
announcement, channel 12, small reminder ads in newspapers, radio) 
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Trigger Point 1: Demonstrated human-to-human transmission-Plant / IT 
 
Empty garbage daily 
Identify spare hardware needs- on hand inventory vs. expected needs 
Plant manager work with Phil for coordinating Rudd plant and with Joe for coordinating 
Riceville operation 
Develop succession plan for plant 
Organize cross training 
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Trigger Point 1:  Demonstrated human-to-human transmission- Sales 
 
 
 
Notify all sales locations that we are under trigger point 1 status and review policies and 
procedures with sales staff 
 
Advise sales staff to notify HR, at the time they call HR to report the absence, if the 
absence is influenza-related. 
 
Recommend daily sanitation of computer keyboards, mouse, telephone, and cash 
registers that are utilized by multiple employees. 
 

 Provide sufficient and accessible infection control supplies at all sites, including: 
o Educational materials (hand washing posters, etc.). 
o Alcohol gel hand-hygiene dispensers. 
o Facial tissues and receptacles for their disposal. 
o Sanitizing wipes for disinfecting work surfaces 

 Engage polices for managers and staff to use when employees leave work ill or call 
in ill: 

o Wipe down the ill employee’s keyboard, computer mouse, and telephone 
with a sanitizing wipe. 

o Alert Facilities Management if an employee is sent home or calls LRP to 
report an absence related to influenza and request that the employee’s 
cubicle be disinfected. 

 
Recommend daily sanitization of sales counters and work surfaces. 
Bag and remove trash daily. 
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Trigger Point 2: Significant human-to-human transmission beyond immediate 
family 
 
 

 Review all polices under Trigger Point 1 and assure that each of them is in place. 
 Pandemic Team Leader notifies all employees by return receipt email that we are 

under Trigger Point 2 status. Subsequent phone follows to employees that did no 
respond to the email. 

 Place item on agenda for Staff meeting (as appropriate for each site) to discuss all 
items in Trigger Points 1, 2, and 3. 

 Restrict business travel and conduct inter-site and customer meetings by 
telephone conference calls and videoconference wherever and whenever possible. 

 Engage communications plan to inform employees of Trigger Point 2 status and 
review policies under Trigger Point 2 status 

 Engage a company Pandemic info hotline for employees with information from 
agencies that monitor the pandemic status 

 Implement policies for departments regarding daily sanitation of keyboards, 
telephone and other office equipment. 

 Communicate business and employee status to all employees 
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Trigger Point 2: Demonstrated human-to-human transmission beyond immediate 
family-Administration 
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Trigger Point 2: Demonstrated human-to-human transmission beyond immediate 
family-Accounting/Billing/Customer Service 
 
Review Trigger Point 1 to assure all policies are in place 
Notification of department by email that Trigger Point 2 is in effect 
Customer service disinfects work areas daily or more if needed 

• Always disinfect at 5 PM 
Post a “Pandemic Awareness” sign on the front door of the lobby to discourage anyone 
who is ill from entering 
Post a reminder of drop box availability for payments 
Continue to communicate to customer base the availability of various payment options as 
specified in Trigger Point 1 
Make gloves and masks available to employees 

• Front counter/ office 
• Back office 
• Vehicles 

i wireless 
• Create a reminder notice for these customers that they can contact Customer First 

to purchase MegaTalk days and powersupplize with a credit card 
Accounting/Billing practices as per usual 

• Implementing automation procedures/functions/services 
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Trigger Point 2: Demonstrated human-to-human transmission beyond immediate 
family-Plant / IT 
 
Develop procedures to fuel vehicles at Fuel Mart 
Develop procedures for CATV and high speed internet installs 
Create plant employee work schedules for alternating shift and plan to use if necessary 
Establish work order priorities- what we can do vs. what we can’t 
Develop outage protocols under pandemic conditions for internet, phone, CATV, 
wireless internet, PCS, and VoIP 
Work with IT to develop internet pandemic communications for all employees 
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Trigger Point 2: Demonstrated human-to-human transmission beyond immediate 
family-Sales 
 
Review all policies under trigger point 2 with sales staff 
Implement daily schedule for sanitizing keyboards, mouse, and telephone equipment. 
Implement daily sanitizing schedule for cash registers. 
Implement daily sanitizing of sales counters and work surfaces. 
Pandemic information should be posted in sales locations to discourage anyone who is ill 
from entering the premises 
Locate pandemic educational materials in the store and make available to customers. 
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Trigger Point 3: Human-to-human transmission cases in North America 
 

 Pandemic Team Leader notifies all employee of Trigger Point 3 status by return 
receipt email. Subsequent phone calls to employees that did not respond to the 
email 

 Implement policy to reduce face-to-face contact among employees at each site. 
o Conduct all team meetings via telephone conference call 
o Close or reduce use of employee break room for meals 
o Cancel training classes for new employees 
o Establish handshake policy 

 Cancel all business travel 
 Review leadership succession plan and advise all managers to review critical 

work in progress with his or her designated successor 
 Begin process of distributing daily email messages to members of management, 

reporting current status of influenza outbreaks in North America. 
 Set up prominent notices at the entrance(s) to the site’s building, advising 

employees and visitors not to enter if they have symptoms of influenza 
 Have management staff verify that each employee has adequate supplies of 

tissues, hand sanitizer gel, and disinfectant wipes at their desk. 
 Assure that managers have N95 masks for use by employees who become ill at 

work. 
 Communications plan notifies all employees of Trigger Point 3 status and reviews 

policies under Trigger Point 3 status. 
 Implement point of entry screening for all visitors 
 Communicate business and employees status to employees through use of email, 

bulletin boards, or dry erase boards 
 Consider isolating key personnel 
 Have marketing/creative services prepare send out pandemic flyer/bill stuffer to 

our customers and communities 
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Trigger Point 3: Human-to-Human transmission cases in North America- 
Administration 
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Trigger Point 3: Human-to-Human transmission cases in North America- 
Accounting/Billing/Customer Service 
 
Pandemic Team Leader notifies department via email that Trigger Point 3 status is 
activated 
Review policies under Trigger Point 3 
Review succession plan with CSR’s- critical work in progress 
Implement policy to reduce face to face contact with employees 

• Communicate via phone and conference calls 
• Minimize use of break rooms (do own dishes, use paper plates, countertop 

dishwasher) 
• Cancel/postpone training classes 
• Eliminate handshaking 

Display prominently notice to employees and visitors not to enter with symptoms of 
illness or influenza 
Verify all work areas (including desks and vehicles) have an adequate supply of tissues, 
hand gel and wipes 
Encourage employees to wear N95 masks and gloves 
Communicate employee status via email 
Create bill stuffer or ad reminder notice of “Pandemic Awareness” and how to contact 
OmniTel 
Remove items from customer’s reach (clipboards, pens and other items) 
Remove demos and wireless stock that customers have access to touch 
Review customer application process/contract signing to be effective under Trigger Point 
4 
Accounting and Billing to have all automation procedures in place to receive payments 
ACH and payroll 
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Trigger Point 3: Human-to-Human transmission cases in North America- Plant / IT 
 
Consider having IT work from home 
Get gas card from Cartersville Elevator so vehicles can be fueled with minimal exposure 
to others who may be spreading the virus 
Develop a plan to deal with garbage in the event that Waste Management would suspend 
operations 
Develop a plan for the switch to be accessed from home or a remote location 
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Trigger Point 3: Human-to-Human transmission cases in North America- Customer 
Service 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 35

Trigger Point 3: Human-to-Human transmission cases in North America- Sales 
 
Encourage sales staff to avoid social gatherings 
Encourage staff to bring lunch from home and eat in office 
Encourage social distancing in sales locations 
Discourage handshaking for health reasons 
Continuation of daily sanitization of office equipment 
Posting of signs in store locations informing the public of current pandemic status and 
requests they not enter if ill 
Bag and take out trash daily 
Provide access to personal protective equipment for all sales staff 
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Trigger Point 4: Human-to-human transmission cases within 300 miles 
(500 km) of a (company) site. 

 
 Pandemic Team Leader notifies all employees by return receipt email of Trigger 

Point 4 status. Subsequent phone follow up to any employee that do not respond 
to initial email. 

 Implement policy to have as many employees as possible work from home 
 Distribute N95 masks to all employees in the building 
 Stop all sharing of workspace cubicles in call centers 
 Recommend to all employees that they bring their lunch to work and eat in their 

cubicle; recommend that they not go out to restaurants for lunch. 
 Recommend to all employees that they maintain a minimum distance of three feet 

between themselves and all other employees, including at outside smoking areas. 
 Recommend to all employees to minimize exposure to social gatherings at public 

places such as restaurants, sporting events etc. 
 Engage communications plan to notify employees of Trigger Point 4 status and 

review policies under Trigger Point 4 
 Implement policy to reduce access to facilities for anyone who is not an employee 

(vendors, salespeople, customers, etc.) 
 Implement Team A and Team B strategy to have alternating days that employees 

are located at OmniTel facilities 
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Trigger Point 4: Human-to-human transmission cases within 300 miles of company 
site- Administration 
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Trigger Point 4: Human-to-human transmission cases within 300 miles of company 
site- Accounting 
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Trigger Point 4: Human-to-human transmission cases within 300 miles of company 
site- Plant / IT 
 
Techs will no longer enter customer’s homes 
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Trigger Point 4: Human-to-human transmission cases within 300 miles of company 
site- Customer Service 
 
Team leader notifies CSR of Trigger Point 4 status via email 
Engage communication plan of trigger point 4 and review policies 
Implement work from home or A/B shift policy and schedule 
Require wearing gloves and N95 masks during work hours for those reporting to work 
Close the offices to the public- if possible use media and local means to announce 
Review and prepare for reducing access to our facilities by vendors and salespeople 
Implement procedure for “new customer application” process – CSR’s request that 
customers not come into office to provide a copy of driver’s license and signature 
Implement procedures on new sale of flat rate/contract customers- CSR’s request that 
customers not be required to come into the office for signature 
Mail- Designated employee would drive to the post office and bank to wear glove and 
mask while doing so 
Clean work areas with disinfectant daily 
Each employee to empty their own trash daily 
Each employee to do their own dishes daily 
Communicate all work in progress with department daily 
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Trigger Point 4: Human-to-human transmission cases within 300 miles of company 
site- Sales 
 
 
Reassign sales staff to fill voids in areas within the company as needed 
Consider store closures if necessary 
I wireless MEGAtalk refills should be only done at vending machine locations and not at 
store locations 
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Employee Health Education Plan 
 
The OmniTel Communications Pandemic Team has developed an employee health 
education plan to assist employees in dealing with the possibility of a flu pandemic.  A 
fully educated staff will be better prepared for the challenges presented by a flu 
pandemic.  The employee health education plan will include, but not be limited to the 
following items: 
 
 
Pandemic Meetings- The pandemic meetings will require the attendance of all 
employees. The meetings will be conducted at various times at each of OmniTel’s 
locations.  The meeting agenda will include a power point presentation that reviews the 
history of pandemics and the current pandemic threat. Each employee will also be given a 
copy of OmniTel’s Pandemic Plan at the conclusion of the pandemic meeting. 
 
Pandemic Information- Attached in Pandemic Plan will be a list of resources available 
for employees to utilize to learn more about pandemics and flu in general.  Also a series 
of four flyers on pandemic flu that were obtained from the Cerro Gordo Public Health 
Department will be distributed periodically to all employees.  Additional flu or health 
information may also be distributed to employees as needed. 
 
Educational Posters- Educational posters regarding health hygiene, flu information and 
prevention will be displayed in various locations within all of OmniTel’s facilities. 
 
List of Health Resources-  
 
www.pandemicflu.gov 
www.protectiowahealth.org 
www.idph.state.ia.us/adper/flu.asp 
www.cdc.gov/flu/pandemic 
www.who.int/csr/disease/avian_influenza/en/index.html 
www.cghealth.com 
The Centers for Disease Control and Prevention hotline, 1-800-CDC-INFO (1-800-
232-4636) 24 hours a day, 7 days a week. 
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Communications Plan 
 

The Pandemic team has developed a communications plan with the purpose of 
distributing information to employees, customers, suppliers, and our communities in the 
event of a flu pandemic. 
The spokesperson for the Communications Plan is the CEO of OmniTel 
Communications.  
 
 
Communications Plan Objectives- 
 
For employees-  
Rumor control 
Address employee fear 
Communicate Trigger Points 
Communicate employee status 
Communicate business status 
 
 
For Suppliers- 
Communicate information that may affect vendors 
 
 
 
For Customers- 
Communicate information that may affect customers 
 
 
Communications Plan Methodology- 
The Communications Plan may use a variety of media to present information. This 
includes, but is not limited email, telephone, print, TV, news, and radio. The 
communications plan has the following goals in distributing information: 
 
Communicate Simply 
Communicate Timely 
Communicate Accurately 
Communicate Repeatedly 
Communicate Credibly 
Communicate Consistently 
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Employee Directory 
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OmniTel Pandemic Calling Tree 
 

The calling tree may be used to notify employees of pandemic conditions or if 
emergency procedures need to be activated. The Pandemic Team Leader will 

initiate the call when we utilize the calling tree.  
 

Instructions- Please call the employee that is listed immediately below you. 
 

Pandemic Team Leader 
Name, # office, # cell, # home 

 
Calling Tree 

 
                                  Office             Cell               Home 
 
Name 
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Vendor Directory 
 

Iowa Office Supply 
506 S. President 
Mason City, Iowa 50401 
641-423-3551 
800-798-1986 
 
Cartersville Elevator 
1000 W Drive 
Nora Springs, Iowa 50458 
749-2584 
 
Menards 
540 Village Green Dr SW 
Mason City, Iowa 50401 
641-423-0151 
 
Central Iowa Distributing 
 
 
 
 
Iowa Network Services 
4201 Corporate Drive 
West Moines, Iowa 50266 
515-830-0110 
 
i wireless 
 
NCTC 
Christy Schneider 
800-888-6382 
 
HITS 
800-426-7790 
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A & B Teams 
  
OmniTel has developed an A & B Team Strategy which can be implemented 
during a pandemic event. The purpose of this strategy is to create social 
distancing of the workforce and less employee exposure to pandemic 
conditions overall. Each department is split into 2 teams (A & B), the teams 
then alternate working every other day during the pandemic. 
 
 
A Team                                  B Team 
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Testing and Auditing Procedures 
 

The OmniTel Communications Pandemic Plan should be 
considered as a living document and may include periodical 
revisions and additions.  The pandemic plan is designed to be 
tested and revised on a regularly scheduled basis. 
 
 
Steps for effective testing 
 
Establish a scenario in advance 
 
Define objectives 
 
Define the rules 
 
Identify participants and observers 
 
Document results 
 
Identify ways to improve the plan 
 
 
Steps following plan testing  
 
Review and update the plan 
 
List test dates and revision date in the back of the plan 
 
After each major modification, further testing will be required 
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Pandemic Test Reports 
 

Pandemic test reports will be recorded in this section following a testing procedure of the 
Pandemic Plan. Included in the test report will be the date of the test, test results, and a 
list of revisions or changes needed in the pandemic plan as a result of the testing 
procedure.  The test report will also list the next recommended test date of the Pandemic 
Plan. 
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Employee Suggestions for Pandemic Plan  
 

OmniTel Communications believes that input and feedback from all employees is 
important.  Your views and opinions are important to the success on the Pandemic Plan.  
Any suggestions or comments for improvement of the Pandemic Plan are welcomed.  
Please feel free to email your suggestions to pandemic@omnitel.biz or write them down 
on this form and forward to any member of the pandemic team. 
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Pandemic Planning Information for Individuals 
and Families 
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