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Community Living Peterborough  

Pandemic Planning 

 

 

IMPORTANT – MUST BE READ BY ALL EMPLOYEES 

 

 

Prepared by: Pandemic Communications Committee, Oct ober 2009 

Date of Distribution:  October, 2009 

 

Purpose:  

 

Community Living Peterborough, in conjunction with the Peterborough City County Health 

Unit, (PCCHU), has established protocols for potential periods of a Pandemic.  Employees 

may be at risk of exposure to infection at their workplace, in the community and at home.  

Procedures identified for the various pandemic phases are the responsibility of all Community 

Living Peterborough personnel, with the goal to avoid illness and the spread of infection 

throughout the duration of a pandemic. 

 

Commitment Statement : 

 

Community Living Peterborough is committed to providing a safe and healthy working 

environment for all our staff. The agency will demonstrate its commitment by providing 

required resources to ensure all staff are aware of and understand the risk factors and 

requirements associated with a Pandemic including pre-pandemic, active pandemic and post 

pandemic activities. 

 

Goals: To safeguard the health and safety and welfa re of individuals supported, 

employees, families of Community Living Peterboroug h and the community in general.  
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Objectives: 

 

1. to prevent illness and spread of infection during a pandemic outbreak; 

2. to increase awareness of everyone in the workplace as to what they can do to protect 

themselves, their families and the people they support; 

3. to integrate pandemic prevention strategies into day to day operations;. 

4. to detail in advance specific activities at COMMUNITY LIVING PETERBOROUGH for 

each Pandemic Phase; 

5. to help employees avoid work and income disruption by becoming knowledgeable; 

6. to describe emergency safe work procedures and required responsibilities; 

7. to ensure we have done everything we can to support people to be safe and to have 

best possible health.  

 

Definitions:  Please refer to www.pcchu.ca  and our own web site 

www.communitylivingpeterborough.ca  for helpful links and more details in this regard. 

 

Influenza,  the flu, is a highly contagious and common respiratory illness caused by a virus.  

There are three known types virus – A, B and C. 

�  Influenza A and B cause seasonal influenza. 

�  Influenza A infects humans, pigs and birds. Influenza A is associated with 

pandemics. 

�  Influenza C infects both humans and pigs but not birds.  This form of 

influenza does not cause pandemics in humans. 

 

An influenza (flu) pandemic  is a worldwide outbreak of flu disease that occurs when a new 

type of influenza virus appears that people have not been exposed to before (or have not 

been exposed to in a long time). The pandemic virus can cause serious illness because 

people do not have the immunity to the new virus. 
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Background information: 

 

�  Pandemics are different from seasonal outbreaks of influenza that we see 

every year.  Seasonal influenza is caused by virus types to which people 

have already been exposed. 

 

�  A pandemic will last much longer than most flu outbreaks and may include 

“waves” of influenza activity that last 6-8 weeks separated by months. 

 

�  The number of health care workers and first responders able to work may 

be reduced.  Public health officials will not know how severe a pandemic 

will be until it begins. 

 

Watching and Responding: 

 

The World Health Organization (WHO) is responsible for coordinating a global response to 

influenza pandemic.  Community Living Peterboroug h has identified a number of key 

committees to support our overall preparedness in case of a Pandemic and has role 

clarifications and back up for all key links to information and support. 

 

If at any time you are unclear or need additional information, please speak to the Pandemic 

Co-ordinator  (Please refer to the Communication Plan, page 7). Several roles have been 

described for employees at Community Living Peterborough to assume at various phases of 

influenza pandemic.  
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Pandemic Management Team & Pandemic Crisis Team 

 

 

 

Essentially, two teams have been created to handle the impact of the H1N1 Virus on 

Community Living Peterborough: the Pandemic Management Team and the Pandemic Crisis 

Team.  

 

The Pandemic Management Team :  

Over the last several months, members of this team have been attending sessions offered by 

the Peterborough County City Health Unit along with other agencies supporting people with 

various disabilities. 

 

It is important that this Team, as outlined below, is utilized for all communication activities in 

and out. They will endeavor to ensure the agency is on top of all important communication and 

tracking issues involved with this process. The flow chart below clarifies for you the layout of 

our expectations in this regard. All outgoing information will be coordinated by Barb Hiland 

with support from the committee and, if Barb is not available, Chris Grayson will coordinate on 

her behalf. 
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Members on this committee include: 

 

Name Email Work 

phone 

Cell phone  

Barb Hiland bhiland@communitylivingpeterborough.ca    743-2412 

#544 

927-0945 

Janice 

Griffith 

jgriffith@communitylivingpeterborough.ca  743-2412 

#513 

  

Chris 

Grayson 

cgrayson@communitylivingpeterbourough.ca   743-2412 

#515 

772-7037 

Wendy 

Russell 

wrussell@communitylivingpeterborough.ca  743-2412 

#524 

 

Gino 

D’Amico 

gdamico@communitylivingpeterborough.ca   743-2412 

 # 546 

 

Karen 

McKinnon 

kmckinnon@communitylivingpeterborough.ca   743-2412 

#546 

 

 

 

 

Mary Buholtz will be immediately implementing a daily contact with the Peterborough City-

County Health Unit (PCCHU) between the hours of 8 am and 9 am after which time the 

Pandemic Management Team will review actions, if any, which will be required. If any updates 

to our action plan are required, this communication will come out from Barb and will be posted 

on the web site if appropriate. Teams need to assign a daily check in person at all sites for this 

information flow and have protocols in place to share with all staff and families as needed.  

Should Mary be off, Cindy Hobbins will conduct this contact. 
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The Pandemic Crisis Team:  

 

The members of this team are in constant contact with local agencies and our provincial 

counterparts in hopes of keeping best practices and protocols in the forefront of what we need 

to do. The role of this committee is to assist in the timely and accurate distribution and support 

to teams as we move through any period of pandemic. It reports to, and is accountable to, the 

Pandemic Management Team and Jack Gillan, the Chief Executive Director, and will meet on 

an as needed basis throughout any period of Pandemic. When a level of 25 % staff 

absenteeism is reached at a location, the agency will begin to implement strategies of control 

and support. When a level of 30% absenteeism is reached, this team will contact and notify 

the Public Health Unit, and full Pandemic management strategies will be implemented.  

 

 

The Members of this Team include:  

 

Name Email Office 

phone 

Cell 

phone 

Barb 

Hiland 

bhiland@communitylivingpeterborough.ca    743-2412 

#544 

927-0945 

Janice 

Griffith 

jgriffith@communitylivingpeterborough.ca  743-2412 

#513 

 

Chris 

Grayson 

cgrayson@communitylivingpeterbourough.ca   743-2412 

#515 

772-7037 
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Understanding what we are potentially dealing with in a Pandemic  

(Source: the World Health Organization – WHO) 

 

Phases:  

 

 

1 and 2 

 

Risk of human infection resulting from circulating strains of  

disease in animals is low. 

 

3 

 

There may be a new virus in humans but no human-to-human 

spread (or at the most, rare instances of spread to a close contact). 

 

 

4 

 

There is evidence of increased human-to-human transmission.  

Outbreaks in rural areas of foreign countries. 

 

5 

There is evidence of increased human-to-human transmission.  

Larger outbreaks in urban areas of foreign countries and outbreak 

within Canada. 

 

6 

Evident and sustained human-to-human transmission.  Outbreak in 

local area. 

 

 

7 

 

Recovery 

 



���������	�
�	����
����	
�	�����������������

��������������� ��������������
!!!"#����$%���%&%$�'���	
�	����"#��

                        
  

       PANDEMIC PLAN 

 - 9 - 

 

Roles at Community Living Peterborough:  

 

All staff are expected to comply with the outlined protocols and those which may be added if 

required at a later date.  

 

Responses to Stages of Pandemic 

Declared by Local Health Unit 

 

 

Risk of Human Infection is low (stage 1 & 2); No Hu man to Human Spread (stage 3);  

Evidence of Human to Human Transmission (stage 4). 

 

Stage 1-4 

·  All employees must be aware of, and practice, the universal procedures at all times 

(for coughing, sneezing, hand washing, sanitizing hands, and disposal of infected 

tissues);  

 

·  All employees must be aware and up to date on the procedures regarding caring for 

individuals who present symptoms of the flu.  This will occur through team meetings, 

communication books and through our communications team listed above; 

 

·  All staff are required to participate in educating themselves and by sharing with each 

other the best practices as we develop them; 

 

·  Employees and people supported are encouraged to get the annual flu shot. We will 

post details as we become aware of them. The health units are strongly encouraging 

people to get both shots. You need to make that decision and should educate yourself 

in any way possible to feel comfortable with this suggestion; 
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·  All employees are to review and strictly adhere to hand washing and all other 

instructions to prevent spreading this virus; 

 

·  Regular and appropriate hand washing must be a part of the daily routine for people 

supported; 

 

·  Anti bacterial soap and alcohol based antiseptic hand washes are to be available in all 

locations. We have later in this package a ordering protocol to maintain your site 

inventory; 

 

·  Infection controls shall be used to prevent the further transmission of influenza 

including cleaning protocols of hard surfaces (door knobs, counters, tables, bathroom 

fixtures, etc.), laundering of bedding and clothing. Site specific duty rosters will be 

worked on per location and assigned to all shift routines; 

 

·  Awareness of and control measures to eliminate cross contamination must be strictly 

employed by all; 

 

·  Persons suffering from flu symptoms will not be allowed to attend any day program, 

work site or agency related activity until such time as they have recovered. 

 

·  Families will be notified that, during a pandemic outbreak, they may be asked to assist 

in finding alternative accommodations for their family member; 

 

·  Maintenance of a Pandemic Plan binder will be assigned to a morning and evening 

staff on a daily basis. Managers will coordinate this per site. The binder will contain 

disinfecting schedules, personal equipment and cleaning supply lists, and relevant 

information.  Should the assigned staff person be off for any reason, the person 

replacing them will automatically assume this responsibility; 
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Increased Human to Human Transmission; Outbreaks in  Foreign Countries and  

Within Canada 

 

Stage 5 

·  Personal Protective Equipment will be utilized on a regular basis 

·  Visitor sign in and screening may  be mandated 

·  Meetings in a face to face situation will be cancelled. Communications will need to be 

through other means if at all possible. 

·  Social distancing will be practiced. SEE OTHER SOCIAL DISTANCING DETAILS 

BELOW 

·  Work place cleaning upgraded as directed including more frequent per shift. 

·  Windows that open need to be opened regularly to ensure air flow as much as 

possible 

 

Social Distancing Practices:  

 

Social distancing will come into effect at Pandemic Phase Five.  During peak phases of a 

pandemic influenza it is important to minimize human-to-human contact.  Contact means 

those persons who have had close less than one meter, (an arm’s length is a good gauge 

here) physical or confined airspace contact with an infected person within four days of that 

person developing symptoms.  The more people with whom you are in contact, the greater 

risk of coming in contact with a person carrying the flu virus.  Persons should maintain 1.5 m 

(5 feet) between each other where possible. 

 

All sites will post information about social distancing in appropriate locations to remind all of us 

things we may not consider under normal circumstances. 

A sample list includes: 

�  Cancel or postpone non-essential meetings, training, social events 

�  Reducing the amount of seating in meeting room by 50%. 

�  Avoid face-to-face meetings where possible. 

�  Avoid shaking hands, hugging or kissing. 
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�  Arrange for shift exchange information to be done outside in open space 

and stand 5 feet apart during this exchange; 

 

�  Avoid non essential travel to large gathering places including shopping 

centers, banks, and grocery stores; 

 

�  Avoid public transport at peak times and if needed, consider using face 

masks during a level 5 pandemic; 

 

�  Avoid sporting activities where sharing of water bottles, towels or other 

potential contaminated materials are commonly shared; 

 

�  At home, designate your own face clothes, towels, locations of tooth 

brushes etc to avoid the spread of any germs within your own home 

 

�  Carry a hand sanitizer and utilize it frequently in all public locations before 

and after entering a building.  

 

This is a suggested list, only, and you need to consider all other forms of contact in this 

regard. 

  

For instances where the conduct of business or support requires that persons be closer than 

one (1) meter from each other (i.e. medical or dental procedures), masks and gloves should 

be worn. Many of these procedures will likely be postponed unless it is an emergency. 
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Pandemic Outbreak in Local Community  

 

 

Stage 6   

 

Notification : Upon notification by the Peterborough City County  Health Unit of a flu 

pandemic the following will occur: 

 

·  The Directors/Managers will receive an updated list each day by each location 

regarding the number of people supported and employees who have been diagnosed 

with the flu.  This will require self diagnosis unless emergency medical help is required. 

Please understand the list of symptoms already sent out and posted on our web site 

and the PCCHU site; 

 

·  Sites MUST report in real time, as soon as possible, cases of flu and illness to Sandra 

Graham (ext. 548) to track our risk,  agency wide and site by site; 

 

·  We have an extensive system established and operating now. This includes staff and 

those we support reporting; 

 

·  The medical status and location of those persons receiving support will be reported to 

the PCCHU District Health Unit by Barb Hiland or designated staff; 

 

·  Managers or designate will ensure people supported and employees of the agency are 

notified. Again all communications will flow out as outlined in the chart earlier; 

 

·  Day Programs, Supported Independent Living, community supports and maybe the 

administration will be closed when a pandemic is confirmed or when 35% of our 

employees’ are off due to illness for a 48 hour period.   
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·  Access to these locations will be restricted as deemed appropriate (access may be 

granted to obtain needed supplies) from the Pandemic Crisis Team only; 

 

·  Unaffected staff from these areas will be assigned to assist where needed. Cross 

training will occur immediately in all residential locations. A staff list will identify who 

has experiences in what locations and with which individuals.  These lists will be in all 

site locations and contact numbers readily available. They will also be inserted into the 

On-Call Binder. 

 

·  Administrative staff will continue to provide only necessary tasks (PAYROLL and key 

accounts payables) and otherwise may be reassigned to other duties as required.  

 

·  Janice Griffiths has arranged to maintain computer access off site and details of this 

will be available as required;  

 

·  Where necessary, staff will be encouraged to work from home upon authorization from 

your respective Director; 

 

·  Families of those in residential care who can take their relatives home may be asked 

to do so. A pre-arranged list will be at all appropriate sites; 

 

·   All staff will immediately begin using Protective Equipment with and not to cross 

contaminate other environments. 

 

·  It is recommended by some health units that a change of clothes per employee per 

shift be kept on site and, if soiled due to work routine, laundered on site with 

appropriate sanitizing soaps and water temperature to avoid taking the virus off site to 

family or other public locations. We may need to review this but, if required, please do 

so. 
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·  Strict hand washing on entering and exiting will be maintained by all; 

 

·  Staff will not wear jewelry (esp. rings and false nails) as jewelry creates a haven for 

germs. Please make sure this is a checklist that is added to your discussions. 

 

·  All employees and people supported will be encouraged to avoid public places as 

much as possible until the threat passes; 

 

·  The vacant homes, Fair and Cumberland could be used as an isolated infirmary 

location for any confirmed cases of pandemic flu to contain these cases if we are in a 

serious situation.  In the event of extreme number of cases, other locations for 

infirmary will be considered; 

 

·  It there is a large shortage of employees due to illness, arrangements may be made to 

centrally locate people one of our larger homes if appropriate; 

 

·  Parents/volunteers/etc. will be called upon to bake, prepare meals, offer laundry 

support, shopping, and other tasks; 

 

·  Every effort will be made to ensure the least disruption for the people receiving 

residential support; 

 

·  Families will be notified by the Executive Director or designate of the current situation 

with respect to the flu pandemic and alterations to supports by Community Living 

Peterborough. Web site updates will be used extensively in addition to group emails. 

 

·  Employees are expected to work their scheduled shifts unless otherwise directed.  If 

there are extenuating circumstances relating to their health (asthma, pregnancy, 

illness, etc,) they must inform the Manager immediately for re-assignment 
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·  Employees may be required to work additional shifts during a flu pandemic and while 

every effort will be made to comply with Employment Standards Act (ESA) related to 

hours free from work/hours of work, it may be necessary to rely on the exception in the 

ESA for Emergencies and Exceptional circumstances; 

 

·  Employees from programs which have been closed will be reassigned where needed 

until the threat passes; 

 

·  Where people receiving support are being relocated, ensure the transfer of pertinent 

information, medications, personal belongings, etc. We will need you to consider their 

wishes in advance of this should the need arise and, if possible, get consent in 

advance; 

 

·  Staff, who show flu like symptoms while on shift, will wear a mask and discontinue 

their shift as soon as possible.  They must contact their Manager as soon as they can 

according to outlined expectations and policy and procedures; 

 

·  Persons receiving support, who also demonstrate flu like symptoms, will wear a mask 

and receive support to make them comfortable.  They should be removed from 

environments of close proximity to others, where possible; 

 

·  Notify Manager/designate as necessary of depletion of supplies and need for 

reordering. 

 

Death due to Pandemic:  

We don’t anticipate any such situation; however, we need to remember that all situations of 

death must follow the serious occurrence policy.  
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Note: Should staffing resources become depleted beyond what may be considered safe and 

that is putting people at risk, potential sources of temporary assistance will be required. We 

are working with other trained social service agency contacts as a start, but may require 

volunteers, family members, former employees, students and other sources not affected by 

pandemic. 

 

Recovery 

 

Stage 7   

·  Non essential services will resume when Board of Directors and Executive Director 

deem it possible and appropriate; 

·  Education, grief counseling and any other appropriate services will be offered;  

·  Monitor potential after affects; 

·  Evaluation of response to pandemic and revisions incorporate as necessary; 

·  Ensure that supplies and resources are replenished. 

 

Protocol to Maintain Your Site Inventory; 

Within your Pandemic Plan binder, you will receive: 

·  disinfecting schedules: This section will itemize common areas which need to be 

cleaned with the suggested cleanser for your location. At least twice daily, all of these 

items should be disinfected. The sheet indicates the item, and the day of the week. 

Please enter the time of the cleansing and your initials to indicate its completion.  

·  personal equipment and cleaning supply lists: When supplies reach a 50% level, it is 

time to re-order your supplies. All supplies will be ordered through Sharon Henwood at 

reception, ext. 0, with the exception of the Quato 78 which is ordered, by individual 

sites, to Swish.  

·  and relevant information: This section will include any information which is distributed 

to you by the Pandemic Co-ordinator or the Health Unit. You can store any other 

information which will be of assistance to you regarding information about the H1N1 

virus. For example, there is information in the binder about the Quato 78 solution.  
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One staff should be assigned to maintain this binder with information, and adherence to 

disinfecting scheduling and ordering supplies. Should the assigned staff person be off for any 

reason, the person replacing them will automatically assume this responsibility; 

 

 

 


