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What’s the Purpose  
of a Workbook for  
Ministry Managers? 
Similar to the Workbook for Ministry 
Planning Teams, the Workbook for 
Ministry Managers is a companion piece 
to the Pandemic Planning Guide for the 
Ontario Public Service (OPS). As a 
companion piece, the Workbook is similar 
in style to the Guide and is meant to be 
concise and easy to follow. The Workbook 
is not a substitute for reading the Guide. 
The assumption made in designing the 
Workbook is that you have read the  
Guide and are familiar with its contents. 
The Guide is available at [EMSB  
website address]. 
The purpose of the Workbook is to 
provide ministry managers with a tool to 
assist them in understanding their 
responsibilities in their ministry’s 
pandemic planning process.   
As it is impossible to predict when a 
pandemic may arrive, the planning 
process may continue over a significant 
period of time. As people come and go in 
the planning process it will be critical to 
keep an accurate record of the decisions 
taken, tasks completed and work to be 
done. In addition to recording this 
information electronically, the Workbook 
can serve as a hardcopy record of the 
decisions and progress you’ve achieved 
in your unit or branch. 
 
 

2 OPS PANDEMIC WORKBOOK FOR MINISTRY MANAGERS 



OPS PANDEMIC WORKBOOK FOR MINISTRY MANAGERS 3 

How is the material in  
the Workbook organized? 
The first part of the Workbook contains a 
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brief summary of the important issues 
explored in all 20 chapters of the Guide. 
The focus of the Workbook, however, is 
the detailed planning checklist or action
plan for ministry managers.  Activities 
have been organized into Preparedne
(pre-pandemic period), Response 
(pandemic period) and Recovery (pos
pandemic). The recovery period refers
the period between waves and to the end 
of the entire pandemic event.  

How should I use  
the action plan? 
Managers can use the action plan and 
checklists to guide plan
encouraged to add to the list or delete 
activities, depending on the specific need
of the ministry, branch or program a
Qs & As arise that haven’t been 
addressed in the Pandemic Planning 
Guide for the Ontario Public Service, 
managers should share them with their 
Ministry Planning Team, who in turn, c
send them to MGCS, for inclusion in 
future versions of the Guide. Blank pages 
have been inserted at the end of each 
chapter for managers to write their own
notes and observatio
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Do managers have to plan 
according to the order in which 
the activities are listed?  
No. An attempt has been made to list the 
activities sequentially, but the sequence 
may change depending on a number of 

ct that 

 

S. It 
ities 
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e may be a 

 

rted 
 

How long should it take to 
implement all of the activities in 
the Workbook?   
It is anticipated that in large ministries it 
will take approximately two (2) years to 
reach a satisfactory level of 

s now 
.  This 

on 
ccurs in 

 

factors, including: the amount of work 
ministries have already done; the fa
some activities should be carried out 
concurrently; and the fact that some
activities will have to await corporate 
approval and direction from MGC
should also be noted that some activ
should occur throughout the planning 
process, e.g. communication with local
bargaining agent representatives.  
Ultimately it’s up to the Ministry Planning 
Team to organize its activities to meet the 
needs of the ministry.  
At some point managers may have to  
go back and review some activities tha
they think have been already been 
completed in their ministry. For example, 
if there is reorganization, ther
need to review the prioritization of time-
critical services. The list of ministry time-
critical services is also reviewed and 
updated as part of the business continuity 
process. If a pandemic does not occur for
some time, there may be a need for a 
ministry to conduct a wider review of 
planning activities.  

When should planning begin?  
In fact, ministries have already sta
planning as part of the BCP program. The
Ministry Planning Team should start to 
meet as soon as possible. Managers will 
be asked to attend pandemic training or 
information sessions.  

preparedness, assuming work start
and is spread over the two (2) years
timeframe may change, depending 
world events, e.g. if a pandemic o
the near future. 
The best possible scenario is for us to be 
prepared and for a pandemic not to occur.  
If this is the situation, then Ministry 
Planning Teams will have to reconvene 
for a few meetings on at least an annual 
basis to update the pandemic elements or
components of their ministry’s BCP.   
Through practical step-by-step 
suggestions, the key issues of the 
Pandemic Planning Guide for the Ontario 
Public Service are covered in this 
Workbook.  Managers can work with 
Ministry Planning Teams to put into 
operation the components necessary to 
strengthen the business continuity plan to 
be resilient enough to withstand the 
effects of a flu pandemic. 
 
Ministry of Government 
and Consumer Services 
Emergency Management  
and Security Branch 
 
 



OPS PANDEMIC WORKBOOK FOR MINISTRY MANAGERS 5 

Chapter 1: Who Does What 
The role of the World Health Organization
(WHO) in a pandemic is outlined in 
chapter 1. In addition, an overview is 
provided as to how the Guide is 
positioned relative to the Canadian 
Pandemic Influenza Plan for the Health

 

 
Sector, the Ontario Health Plan for an 

y 
ntario’s (EMO’s) Provincial 
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Influenza Pandemic and Emergenc
Management O
Coordination Plan for Influenza Pandemic. 
In this way, the chapter summarizes the 
key roles and responsibilities of each level 
of government in pandemic planning.  

Chapter 2: Open for Business but
not Business as Usual 

Usual explores the potential impact
pandemic on the delivery of government 
services.  Since the pandemic may affect
different parts of the province at differen
times, there will likely be no reason to 
suspend any services in an unaffected 
area. Through the business continuity 
planning process, ministries have 
identified and are updating and prioritizing 
their list of time-critical services.  
As staffing levels are affected 
pandemic wave(s), ministries will likely
have to suspend non time-critical services 
and shift their resources to keep time-
critical services operating.    

Chapter 3: Communicating 
Through a Pandemic Crisis 
Timely, consistent, and accurate 
communication is vital during any 
emergency, especially during a pandemic
The flow of information is discussed as 
well as roles and responsibilities of MGC
and ministries in pandemic 
communications before, during and afte
the pandemic. While ministries will be 
asked to submit information to the MGCS 
Corporate Response Centre (CRC), this 
information will be rolled up and shared 
across the OPS so all ministries will hav
an accurate picture of what is happening 
at that time.  
MGCS will ensure that all communicatio
products are consistent with the Min
of Health and Long-T
messaging. MGCS will rely on MOHL
to ensure the accuracy of health-related 
information. 

Chapter 4: Carrying On 
This chapter deals with the reassignme
of employees during a pandemic and the 
hiring of retirees and consultants on fixed 
term contracts to maintain continued 
delivery of time-critical service
preferred approac
employees within a pre-determined 
geographic area, it may become 
necessary to expand reassignment
move employees across the provin
between ministries. MGCS discuss with 
OPS bargaining agents proposals 
regarding reassignments and attempt to 
arrive at agreements. 
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Chapter 5: Alternate Workplace
Arrangements 
Alternate workplace arrangements are 
defined as a work arrangement for 
employees to conduct all or some of their 
work away from the primary workplace 
(also known as
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flexiplace, telework and virtual work).  
 forThis arrangement, while not suitable

every type of OPS work, could help 
reduce the risk of infection to employee
their families and others and also allow 
the employer to continue delivering time
critical services during the pandemic. 

Chapter 6: Inevitability of a 
Pandemic  
The inevitability of a pandemic is
in this chapter, as well as the role 
hygiene and cough and sneeze etiquette 
(as reflected in the Pandemic Stay 
Healthy Strategy) in reducing the spread 

health and wellness. 

Chapter 7: No Magic Bullet 
No Magic Bullet describes how antiv
can be used for both prophylaxis and 
treatment during a pandemic. An OP
workplace policy on prophylactic use ha
not yet been considered. If prophylactic 
use were approved, then the OPS would 
consider whether to provide antivirals on
prophylactic basis to senior decision-
makers, employees in time-critical 
positions, and their families.   
The chapter also notes that a vacc
against a new strain of virus would 
available until at least four to six months 
after the identification of the pandemic 
strain. Once available the vaccine would 
likely be in short supply. 

Chapter 8: Desperate Times
Desperate Measures  
The theme of this chapter is the use of 
government facilities as vaccination 
centres during a pandemic and the u
unoccupied facilities for va
or treatment. Working with minist
MGCS and the Ontario Realty 
Corporation will compile an inve
vacant facilities.  
There are many issues that still ne
be addressed, including: the criteria 
facilities must meet to be a vaccination
and/or treatm
facility will be open to the public or for 
OPS employees only; and storage and 
security of the vaccine and other supplie

Chapter 9: Some Little Flu Bug
Various aspects of infection prevention
and control in the workplace are explo
in chapter 9, including: social distanc
personal hygiene; enhanced cleaning; 
screening and personal protective 
equipment (PPE).    
The employer has retained inf
control specialists to recomme
prevention and control measures and 
practices to use before, during and after a 
pandemic in a variety of workplaces. 
Recommendations will be based on 
scientific evidence and in consulta
with MOHLTC, the Provincial Physici
the Ministry of Labour (MOL) and the 
JHSCs or Health and Safety 
Representatives. 

Chapter 10: Where’s the
Where’s the Money deals with
compensation provisions that
employer will revi
the overall compensation package for 
employees should be during a pandem
Key principles are that the provisions of 
current collective agreements will 
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Management 
The issue discussed in this chapter is 
managing the grievance process in a 
pandemic, during a period of high 
absenteeism. There may be an increase 

renegotiate them with bargaining a
For non-bargaining employees, cur
provisions will apply unless they do not 
address the needs of the employer during
the pandemic. 

Chapter 11: Working Expenses 

expenses to employees during a 
pandemic is an important factor in t
reassignment process.  All reasona
expenses will be reimbursed and the 
government will allow all expenses to be 
covered by P-cards and Travel Cards. 
The government will enable the cash 
advance function on Travel Cards for
pandemic period. In addition, a 
recommendation will be made to 
government to directly pay Travel Cards 
account balances for the pandemic 
period, as is the practice with P-card

Chapter 12: Summer Wages 
Since students are considered to 
distinct group, this

employees during a pandemic
the determinin
strategy for the treatment of stude
Students over the age of 18 will be given
the option of continuing to work or not 
working during the pandemic. Students 
under the age of 18 will be given a form 
for their parents or guardians to sign
confirm that they can continue to work.  
In the event that students want to 
continue working but their original 
business service is not being delivere
a time (due to the pandemic), the 
e

Chapter 13: A Duty of Care 
The firs
implementation of enhanced corporate 
attendance monitoring and reporting when 
there is sustained human-to-human 
transmission in Canada.  
The chapter also references the 
Attendance Support Program (ASP) which
is part of the Injury, Illness and 
Employment Accommodation Progr
The ASP will continue during the 
pandemic but it may be adjusted, if 
required, a
monitored.   
The Employee Assistance Program (EAP)
is the last topic covered in the chapter. It 
is anticipated that during the pandemic 
there will likely be an increased demand 
for EAP counselling and other similar 
services. MGCS is consulting with the 
current EAP provider to determine its 
capacity to deliver services during a 
pandemic. As a back-up plan, MGCS is 
looking at establishing a peer-to-peer 
counselling program.   

Chapter 14: Family Aid 
A program will be developed by MGCS
provide direct support to OPS employe
their families and other Ontarians durin
pandemic.  Du
that assistance such as help with 
dependant care, transportation, and
securing supplies of food and water may
be required by OPSers and others. M
will develop and implement a selection 
and training process for its prospecti
employee support providers. 

Chapter 15: Grievance 
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in the number of disputes that will need to 
be resolved.  
In order to manage the grievance 
process, the government will seek 
agreement with the bargaining agents to 
negotiate an expedited grievance 
management protocol to be implemented 

hapter 16: Right to Refuse 

rights to protection 

mployee’s health and safety. Even 
uring a pandemic, the provisions of the 

OHSA apply to employers and 

the MOL to discuss the approach to 

Chapter 17: Making the 

whole. Ministries will transition to business 

Chapter 18: Welcome Back to 
Work 
Welcome Back to Work focuses on return 
to work for employees who were ill during 
the pandemic. The employer will enhance 
the Employment Accommodation and 
Return to Work Operating Policy, as 

d apply it consistently across 
the OPS after each pandemic wave and 
at the end of the entire pandemic.  
Employees will be screened before they 

Business Continuity Planning in 

This chapter describes the purpose and 
goals of business continuity planning and 

 description of the key steps in 

the flu and on the signs indicating the 

after the pandemic for pandemic-related required, an
grievances. 

C
This chapter explores the issue of 
managing work refusals during a 

return to work to confirm they are no 
longer ill. 

pandemic. The Occupational Health and 
Safety Act (OHSA) gives employees and 
their bargaining agents 

Chapter 19: A Brief Guide to 

from anything that may affect an the OPS  
e
d

employees. The employer will work with building a business continuity plan (BCP).   

resolving work refusals during a 
A good foundation in business continuity 
planning is key to pandemic planning, 

pandemic. Any proposed approaches will 
be discussed with the bargaining agents 

since pandemic preparedness involves 
strengthening the BCP to withstand the 

and JHSCs or Health and Safety 
Representatives. 

unique characteristics of a pandemic. 

Transition 
Know: Personal and Family 
Preparedness for an Influenza 

There will be a transition back to 
‘business as usual’ after each influenza 

Pandemic 

wave and at the end of the pandemic as a Although not specifically tied to workplace 
pandemic planning, this chapter is 

as usual depending on staff strength in designed to assist employees and their 
families to prepare for a pandemic. each of their geographic locations. 

Triggers to end special, pandemic work Included in this chapter are personal and 
family preparedness checklists and provisions and entitlements will likely also 

depend on whether the pandemic wave is information on preventing the flu, treating 

over in a particular geographic area. need to seek medical assistance.

provides a

Chapter 20: What You Need to 
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PREPAREDNESS: PRE-PANDEMIC PERIOD   
Getting Started… 
 

� Familiarize yourself with the Pandemic Planning Guide for the Ontario Public 
Service, including The Way Ahead and Questions and Answer sections.   

� Attend the pandemic information sessions that are offered to managers in your 
ministry. 

� Familiarize yourself with the members of your pandemic Ministry Planning Team. 

 
PLANNING NOTES 
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______________________________________________________________________
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Spreading the Word… 
(Preparedness is everybody’s business) 

� Conduct information sessions for your employees; you can use the template 
presentation provided by MGCS and/or the MGCS-produced pandemic 
information video.  

� Discuss OPS and ministry pandemic planning at your branch/unit meetings.  
� Contact your local public health office or hospital to invite a qualified individual to 

branch or unit meetings to speak about the pandemic and its likely effects.   
� Advise/provide direction to employees regarding the preparations for a 

pandemic.  
�  Work with JHSCs to deal with ministry issues. 
� Ensure that your staff has received the various documents comprising the 

Pandemic Stay Healthy Strategy. 
� Assist facility staff and the Ministry Planning Team by identifying locations to post 

Pandemic Stay Healthy information.  
� Review your program area’s BCP to confirm the time-critical ranking of your 

business services.  
� Work with ministry planners to review and finalize the list of time-critical services 

and the employees required for delivering these services in your program area. 
� Identify the knowledge and skill sets required to deliver the time-critical business 

services. Identify any special credentials or certification that might be required. 
� Discuss with each employee his or her skill sets and experience acquired during 

current or past employment. 
� Identify two alternates, if possible, for staff required to deliver time-critical 

services. Ensure that alternates are also identified for managerial positions.    
� Identify staffing needs to ministry planners in the event suitable alternates cannot 

be found; discuss the possibility of using retirees and/or consultants to assist in 
delivering time-critical services.  

� Develop and deliver appropriate training and orientation to alternate staff.  
� Document workplace protocols and prepare pandemic transition binders as 

directed by the Ministry Planning Team and in consultation with employees.  
� Ensure back ups and transition materials have been prepared for employees who 

may request leave to assist family members who become ill.  
� Discuss with your ministry HR consultant any questions you might have 

regarding the terms and conditions of reassignments. 
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Alternate Workplace Arrangements… 

nate � Determine if there are services that can be delivered effectively using alter
workplace arrangements. Identify services and the related positions and 
employees appropriate for alternate workplace arrangements.  

� Select appropriate alternate workplace locations for employees. An alternate 
workplace arrangement can include a work at home arrangement.  

� Explain to your local bargaining agent representatives the need for the alternate 
workplace strategy and assure them that all employee and employment rights will 
continue to be respected and protected. 

� Decide upon, and acquire i ment, furniture and furnishings f necessary, the equip
needed for the alternate workplaces.  

� In order to minimize the need to move to alternate work locations, encourage 
employees to look into the feasibility of travelling to work by means other than 
public transit, such as car-pooling, cycling, or walking.  

� Adapt the alternate workplace protocol to include your work and performance 
expectations.  

� Develop and deliver the training necessary for successful implementation of 
alternate workplace arrangements (e.g. IT, attendance reporting, communication 
requirements, and performance issues). 

� Test the alternate workplace arrangements, including communications between 
manager and employee. 

 

 
PLANNING NOTES 
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 Exercising your plans… 

� Discuss with your Ministry Planning Team the possibility of carrying out a 
program area or branch pandemic exercise. 

� Revise your work plan, as required, based on recommendations and lessons 
learned from the exercise.  

� Revise your program area or branch plans, as suggested by the Ministry 
Planning Team, based on recommendations and lessons learned from ministry-
wide pandemic exercises. 
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Work Expenses… 

� Keep an up-to-date record of all employees in your area who currently have P-
cards and Travel Cards. Record the current spending limits on all cards.  

� Identify all employees who currently do not have P-cards and Travel Cards but 
who will likely incur expenses during the pandemic.  

� Determine whether you may need an increased credit limit, based on staffing 
needs and the priority of the time-critical services delivered in your area. 

 
PLANNING NOTES 
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Communication… 

mation. � Keep an up-to-date record of your own and your employees’ contact infor
If you hire students (e.g. co-op or summer), keep their contact information up-to-
date as well.  

� Ensure employees know how to obtain information during an emergency.  
� Ensure all corporate communications are distributed to your employees.  
� Read Qs and As for both managers and employees, so you are familiar with 

information targeted to both groups.  
� Encourage employees to approach you with any questions or concerns they may 

have about the materials they have been given.  
� Be available to respond to employee questions before, during, and after the 

pandemic.  
� Keep in regular contact with your local workplace bargaining agent 

representatives and with your JHSCs or Health and Safety Representatives.  
� Identify the number of employees in your branch who will need to receive flu 

toolkits during the response phase to the pandemic. Identify any potential 
problems with the distribution of the toolkits. 

 
PLANNING NOTES 
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Attendance… 

� Familiarize yourself with the Attendance Support Program, Employment 
Accommodation and Return-to-Work components of the program. 

� Attend training provided on the attendance reporting system to be used during 
the pandemic. 
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Helping Families… 

� Distribute information to your employees about the emergency support or 
outreach program.  

� Talk to your employees about their skill sets and experience relevant to providing 
volunteer support.  

� Plan for and track employees who may request permission to assist as additional 
emergency support or outreach program employee volunteers. 

 
PLANNING NOTES 

______________________________________________________________________ 
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Assisting Employees… 
NOTE: These activities will only be required if the peer-counselling program is appr

� Identify the p

oved. 

otential Employee Assistance Program (EAP) needs of your area.  
� Identify possible employee volunteers willing to participate in the peer-

counselling program. Ideally, these volunteers are not employees who deliver 
time-critical services.  

� Make an inventory of the knowledge, skills sets, and prior experience of these 
employee volunteers.  

� Determine if alternate work arrangements, e.g. telephone or internet access will 
be possible for the volunteer employee peer counsellors. 
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Infection Prevention and Control 

� Ensure that your employees know where hand sanitizers are located in the 
workplace.  

� Identify secure areas with controlled access where personal protective 
equipment (PPE) can be safely stored. Prepare for future storage, if necessary.  

� Identify the type and quantity of PPE required for your employees in accordance 
with established criteria. Order the equipment and supplies, once you receive 
direction to do so from senior management.  

� Inform bargaining agent representatives about the types of PPE that employees 
will be required to use. Explain the process that was used to determine what PPE 
was found appropriate for OPS employees in different workplaces.  

� Speak to employees after meeting with their union/association representatives 
and tell them about PPE and address, where possible, any concerns or 
questions they may have. Convey the same information to non-bargaining 
employees and convey their concerns as well.  

� Ensure that your employees have all communications regarding infection 
prevention and control measures and procedures.  

� Because of potential challenges in getting to and from work, and as an infection 
prevention and control measure, allow your staff flexibility with their work hours 
and try to maintain staggered work schedules.    

� Advise your employees that you are available to discuss any questions or 
concerns they may have about any of the recommended infection prevention and 
control measures and procedures.  

� Ensure that cleaning materials and instructions on their use are provided to your 
employees.  

� Ensure that your employees receive training they require regarding infection 
prevention and control measures and procedures specific to their workplace and 
type of work.  

� Attend training provided by your ministry on notification protocols during a 
pandemic.  

� Consult with the JHSC or Health and Safety Representative on issues related to 
PPE for the workplace.  

� Work with ministry planners to plan for the purchase of any approved PPE for 
staff required to assist at the vaccination or treatment centres. 
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PLANNING NOTES 
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Students… 

� Track students employed in your area, the jobs they perform, and their term of 
contract.  

� Identify and train those student employees, if any, who support the delivery of 
time-critical services in case they may be requested to replace or supplement 
other OPS employees who may become ill or fatigued.  

� Plan for student employees who may choose not to work during the pandemic.  
� Plan for possible student employees who may request to serve as additional 

support program (outreach) providers to help other OPS employees and their 
families.  

� Arrange for required health r students.  and safety training fo
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Dealing With Work Refusals… 

 do � In consultation with existing Joint Health and Safety Committees (JHSCs),
everything you can to make the workplace a safe environment.  

� In consultation with JHSCs, explore options around the use of any PPE 
recommended for use during a pandemic, which are consistent across your 
ministry.  

� Work with local JHSCs to create a positive work environment so staff can report 
potential health hazards or their own flu-like symptoms.  

� Work with local JHSCs to ensure the Occupational Health and Safety Act is 
followed. 
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Antivirals and Vaccines… 

� Ensure that approved communications materials regarding antivirals and 
vaccines are distributed to all affected ministry employ. 
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Returning to Work… 

� Familiarize yourself with the OPS pandemic strategy for employees returning to 
work.  

� Identify and train the employees and their backups who will screen employees 
returning to work. 

 
PLANNING NOTES 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 



 

24 OPS PANDEMIC WORKBOOK FOR MINISTRY MANAGERS 

RESPONSE: THE PANDEMIC PERIOD   

r 

When you’re ill… 

� Stay away from the workplace when you are sick; set a good example for you
staff.  

� Ensure that corporate messaging regarding the importance of staying home 
when feeling ill or symptomatic is distributed to employees. 
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Communication… 

� Keep your local union representatives informed and ask for their help in 
reassuring employees about the pandemic and having them relay employee 
concerns.  

� Read Qs and As for both managers and employees, so you are familiar with 
information targeted to both groups.  

� Encourage employees to approach you with any questions or concerns they may 
have about the materials they have been given.  

� Be available to respond to employee questions during the pandemic.  
� Keep in contact with all employees, including those supporting the delivery of 

time-critical services in your program area during the pandemic.  
� Inform your staff that you a  any issues or questions they re available to discuss

may have about any of the pandemic flu response measures.  
� Communicate with staff regularly to ensure that you allay their fears of 

contracting the flu while facilities are in use for vaccination and/or treatment. 
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Compensation… 

� Advise your employees that you are available to discuss their current entitlement 
and any compensation-related questions or issues.  

� Maintain records of your employees’ work hours, overtime, and the start and end 
dates of their reassignments during the pandemic crisis.  

� Advise your employees to keep records of their hours, overtime, and the start 
and end dates of their reas pandemic.  signments during the 

� Ensure that your employees receive all updates regarding pandemic-related 
compensation provisions. 
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Infection Prevention and Control… 

� Ensure that any recommended cleaning materials are distributed to your 
employees, as required.  

� Ensure that all of your employees understand how to apply the required infection 
prevention and control measures for their job and workplace. 
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Attendance… 

� Track all employee absences during the pandemic, especially those who report 
they are ill with influenza. Follow the corporate attendance monitoring process, 
as directed by the Ministry Planning Team.  

� Track the attendance status during the pandemic of employees supporting the 
delivery of prioritized time-critical services in your program area.  

� Safeguard the confidentialit h information. Remember that y of employees’ healt
employees are not obligate s” related to their illness so use d to provide “diagnosi
caution when requesting absence information.  

� Use discretion and good judgment when handling employee absence issues 
while continuing to maintain the integrity of ASP. This will assist in the restoration 
of the workplace. 
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Dealing with Work Refusals… 

� Track, monitor, and report work refusals to your ministry response team and to 
appropriate HR staff.  

� Have regular ongoing open dialogue with your staff, your local worker JHSC 
members and your bargaining agent representatives. 
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Returning to Work After Being Ill… 

� Ensure that ministry screeners have received the required training.  
� Assist in the implementation of the return to work process and the screening 

process that applies to employees in your ministry.  
� Wherever possible, conduct “virtual” accommodation and return-to-work 

meetings either over the telephone or the internet instead of meeting in person.  
� Work cooperatively with employees, who believe they have recovered from the 

flu, and their bargaining ag , to develop accommodation ents, where necessary
and return-to-work plans, w ould include determining an here required. This w
appropriate schedule for their return to work as well as agreeing on what duties 
they will perform and what workplace accommodation may be required. 
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Transitioning… 

� Monitor the delivery of services as workplaces return to business as usual.   
� Confirm the broader transition strategy for your ministry as well as the more 

specific strategies that may apply to particular locations.  
� Track the number of employees who return to work and report the rates of return 

to the CRC, as directed by your Ministry Planning Team. 
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RECOVERY: THE POST- PANDEMIC PERIOD  
� Continue to assist in the implementation of the process for employees to return to 

work after being ill and the screening process that applies to employees in your 
ministry.  

� Identify future staffing needs in areas affected by employee illness and or death. 
� Ensure that post-pandemic communications are distributed to your employees.  
� Make yourself available to respond to your employees’ questions and concerns. 

Be sensitive to the fact that employees may require a period of adjustment before 
they can return to “business as usual.”  

� As directed by your Ministry Planning Team, provide input on the evaluation of 
the ministry’s response to the pandemic, after the first wave and any subsequent 
waves.  

� Revise your program area planning for a pandemic, based on direction from the 
Ministry Planning Team.  

� Ensure that training is provided to your employees, as required, to ensure they 
are prepared for a subsequent pandemic wave(s).  

� Ensure that supplies and PPE are restocked, as required. 
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