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Pandemic Preparedness Checklist
Safety & Compliance

REVIEW DATE REVIEWER ORGANISATION

BUSINESS CONTINUITY

Pandemic-specific continuity plan documented [ _| Yes [_| Outdated [_] None
Critical functions identified that must continue || Yes [ ] Review

Minimum staffing levels defined per function [ | Yes [ | No

Cross-training in place for key roles |:| Yes |:| Gaps

Succession plan for key decision-makers D Yes |:| No

Operations tested at 60% staffing scenario D Tested |:| Untested

REMOTE WORK CAPABILITY

VPN capacity for full remote workforce |:| Yes |:| Upgrade Needed
Laptops / devices for all office staff [_| Yes [_| Shortfall

Video conferencing licences adequate [_] Yes [_] Increase

Cloud-based systems accessible remotely |:| Yes D Some On-Premise
Remote work policy documented [_| Yes [_| Create

Phone system can forward or go virtual [_] Yes [_] Investigate

SUPPLY CHAIN

Critical suppliers identified |:| Yes D Do Now
Alternative suppliers pre-identified D Yes |:| Partial |:| No
Safety stock policy for critical supplies [ | InPlace [_| Implement

PPE and hygiene supplies sourced and stockpiled |:| Done D Partial

INFECTION CONTROL

Hand sanitiser stations planned / in place [_] Ready [_] Plan
Mask stockpile maintained [ | Yes [_| Order

Enhanced cleaning protocol documented |:| Yes D Create
Ventilation improvements identified D Done D Investigate
Isolation room / area identified D Yes |:| Identify

Sick leave policy supports staying home |:| Yes |:| Review

COMMUNICATION

Staff communication plan for pandemic response |:| Documented |:| Create
Customer communication templates prepared [ | Ready [ ] Create
Designated spokesperson identified |:| Yes |:| Assign
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Internal reporting mechanism for illness D In Place |:| Set Up

SIGN-OFF

Gaps and actions

Next review date

Reviewer signature

Notes
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