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COVID-19 Pandemic Preparation 
State of response plan:
a. Our Senior Management team is monitoring media reports and all actions and recommendations by authorities on a daily basis. 

b. Our organization is small, and so all actions by our Senior Management team can be immediately implemented. 

c. During a conference call on March 10th, 2020, our business continuity, disaster recovery and pandemic plan was reviewed with all staff 

d. During weekly staff meetings, the Emergency Governance team provides updates to the management team 

Specific to COVID-19, the following policies have been implemented as of March 10th, 2020 
1. All employees must notify Colin Ruttle (for office admin), and Joe Swiston for (plant staffing) at WOW! Factor Desserts, of any travel plans & destinations outside of Canada prior to departure, including dates of planned travel and location. 

2. Any employees who have travelled to high-risk countries as listed on the “Active Travel Health Notices” page of the Government of Canada website will be prohibited from returning to work until 14 days have passed. 

3. Employees who have symptoms of acute respiratory illness are not to come to work until they are free of fever (100.4° F [37.8° C] or greater using an oral thermometer), signs of a fever, and any other symptoms for at least 24 hours, without the use of fever- reducing or other symptom-altering medicines (e.g. cough suppressants). Employees should notify their supervisor and stay home if they are sick. Doctor’s notes are required prior to return to work. 
4. Handwashing instructions have been posted throughout our facility to ensure proper handwashing techniques. Hand sanitizers have also been placed at all entry points.
Dealing with employee absenteeism 
As per our pandemic action plan within our business continuity plan, the following steps will be taken: 
· In the event of a pandemic or epidemic, the EGT will monitor all news outlets for updates and legislative decisions regarding quarantine situations. 
· All staff who have been exposed to the illness or are showing any symptoms of illness will be required to be absent from work 
· ‘Work from home’ protocols will be implemented as per scenario “office unable to be accessed” 
· To mitigate staff shortages, Colin and Joe to prioritize work and dispatch employees accordingly 
· Any available company vehicles not in use (because assigned driver is quarantined) will be retrieved and redeployed to working staff members, to allow for splitting of teams. Any vehicles assigned to individuals under quarantine will be thoroughly cleaned before deployment, after they are left for the quarantine period appropriate to the pandemic response. 
· All field staff members will be prohibited from attending the office and will follow ‘work from home’ protocols. This will be especially important as staff are currently disbursed in different geographical regions and regions may be affected differently. 
In preparation for a potential reduction of staff by 25% for a two-week period, the following actions will be taken: 
1. Our staff is cross-trained and many are certified in multiple disciplines. This will allow us allow us rejig staff as needed to maintain sufficient staffing for required services. 

2. Following our business continuity plan, work will be evaluated by priority, and executed by priority. Low priority items will be deferred until staffing levels return to normal, or until high-priority work is completed. Staff normally assigned to these tasks will be redeployed to higher priority tasks. 

Potential Service Level Impacts if 25-40% absenteeism: 
1. Should we experience staff absenteeism, work will be completed by priority as set out in our business continuity plan.  
If we do have high levels of absenteeism, we expect that these levels of absenteeism will also be experienced by customers, and we will be required to refrain from production and maintenance services due to reduced demand. This will assist to ensure we continue services where permitted without interruption. 
2. We expect that we will be able to provide services with the following impact
a. Priority One – 100% of regular service levels
b. Priority Two – 80% of regular service levels (lower priority items will be deferred until staffing levels begin to return).
c. Priority Three – 75% of regular service levels
d. Priority Four – Deferred until staffing levels return to 75%. 
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