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Note;
This document is a dynamic document subject to regular change and update.  Feedback is welcome to margaret.davis@itb.ie
1. Purpose

· The purpose of this document is to provide a governance framework for the co-ordination of the Institute response to a significant outbreak of disease.  A significant disease outbreak would include an influenza pandemic.  A co-ordinated response is designed to limit the spread of infection and limit illness arising from such an outbreak.  
· This document provides a source of information for staff and students who may succumb to such a disease incidence.  It provides guidance for staff and students on how to address the adverse effects of a significant outbreak of disease among staff or students, resulting in significant absence due to illness.  The document provides a source of information to assist decision making by managers to facilitate consistency of decision making across the Institute.
2. Scope

· This policy applies to staff and students of the Institute.  It is designed to accommodate potential absence of staff and students in the range of up to 25%, each for about 10 days duration within a time period of one year.
· This policy also applies to third parties present on the Institute campus, including the National Learning Network, Occupants of the Learning and Innovation Centre and sub-contactors including security, catering, cleaning, shop, bank, building and other contractors.

· This policy applies when a significant threat is identified.  WHO Flu pandemic phase at phase 6 (efficient and sustained human to human transmission), and Ireland alert level is at level 3 (outbreaks in Ireland) or 4 (widespread activity across Ireland) is considered a significant threat.  

3. Reference

	3HS12 
	Exam policy for students with infectious disease


4. Guiding principles 
· Support will be offered for the safety, health and wellbeing of staff and students through ongoing communications.

· Best advice will be offered and best practice will be adopted by reference to external professional agencies including the Health Service Executive.

· Appropriate medical and hygiene resources will be provided based on best advice.

· Support will be offered to address the concerns and uncertainty of staff and students.

· Normal operations will be maintained wherever possible within the constraints of the disease outbreak and without incurring undue risk for the health and wellbeing of staff and students.
5. Procedures

Significant disease planning steering group 
· A planning steering group is responsible for advising the President and Institute management on the matters that need to be addressed in real time.
· The steering group will meet on a needs basis while the threat of disease continues.
· Current members of the steering group (or their nominees)are:

	Estates Manager
	Declan Garvin (Tom Doyle; Denis Murphy)

	Academic Administration and Student Affairs Manager 
	Bronagh Elliott

	Students’ Union President
	Lesleyann Flynn

	Human Resources Manager
	Cathy Brennan

	Institute Nurse
	Marie Smyth

	IT Manager
	Dave Curran

	Head of School
	Larry McNutt

	Schools administrator
	Olive McGivern

	Registrar (Convenor)
	Diarmuid O’Callaghan

	Chairman of Health & Safety committee
	Michael Tobin


· Queries and contact with the steering group is made through the steering group secretariat

	Margaret Davis
	Phone 01-8851333
Email  Margaret.davis@itb.ie 


Potential high-level impacts 
· The following lists the main perceived threats to the Institute in the event of a significant disease incidence and consequently up to 25% absenteeism for up to 10 day periods within one year, with a peak in November and February.
	Staff member or student suffers serious illness or death

	Inability to continue normal teaching activities

	Delay in ongoing research

	Inability to run scheduled examinations

	Inability to provide normal buildings support services (cleaning, security, restaurant)

	Inability to provide essential student services (Library, IT, Health Centre)

	Delay in completion of administrative tasks

	Inability to maintain essential services (phone, photocopiers, laboratories)

	Delay in decision making

	Delays resulting from external materials and service providers (banking, power, supplies)

	Air travel for research and other activities may be restricted


Reasonable accommodations in work practices required 

· Reasonable accommodations in work practices and procedures are made during the period of disease outbreak 

· The following specific amendments will apply while the identified threat persists
	Issue
	Accommodation

	Missed formal examination (student)
	Reasonable accommodation is contained within the current work practice for examination to be taken at next available time using established examination deferral procedures (see 4FAS20). Medical certification (retrospective certification acceptable) will be required.

	Missed ca or project deadline (student)
	Reasonable accommodation is contained within the current work practice (see 3AS03) Medical certification (retrospective certification acceptable) will be required.

	Missed exam paper submission (staff)
	Deadline to be extended by up to 2 weeks with medical certification (retrospective certification acceptable)

	Missed classes (student)
	Informal local arrangements with other students and staff apply to make up difference

	Missed placement (student) or extended absence
	Current procedures apply 

	Placement closure (eg social care setting closure due to outbreak of H1N1)
	Current procedures apply

	Missed class (staff)
	Where local time substitution with another lecturer cannot be made, class to be re-run at an appropriate time.  Possible sources of time  for individual staff would include revision week in semester 1, or using some of Easter break time period, 

	Missed examination correction deadline (staff)
	Delay of January examination board meetings by up to 10 days, or extension of term to end of June with delay in examination board meeting in June by up to 10 days (4RAS09 may need to be amended accordingly). 

	Sick leave (staff)
	Normal sick leave provisions apply. See ITB Sick Leave policy 3HR15 on DMS 

Attend work unless personally unwell or arrangements made in advance not to attend


Time-critical tasks that require backup arrangements 
· Essential time-critical tasks are identified and contingency plans activated to ensure continuity of educational provision, wherever possible.

· Delays are minimised by operating a practice whereby essential time-bounded decisions are made by the line manager of an individual, where possible, in the absence of an individual due to illness 

· A back-up procedure will be put in place to allow time-critical tasks (those that cannot accommodate a delay of up to 10 days or cannot be completed by a line manager)

· The following time-critical tasks have been identified with back-up personnel

	Task
	Backup plan

	Payroll (HR)

Payroll (Finance)
	Two additional trained HR staff identified to process monthly payroll adjustments

Two additional trained staff identified to process staff payroll

	Payments to Students (SAF and Disability Funds)
	Another admissions staff member identified to process payments

	Student Grant payments
	Another admissions staff member identified to process payments

	Examinations
	A backup process for providing examination papers at the start of an examination is put in place


· The person with primary responsibility must agree with the backup person, where workflows and critical information are held to allow the backup to complete the relevant task

Absence register
· A register of the scale of disease within the Institute is maintained.

· Procedure for reporting (recording) illness is as follows…

	List generation (staff)
	HR will maintain a register of those staff who have reported symptoms or diagnosed illness and cannot attend for work.  This information will be provided to HR through below channels

	List generation (students)
	Students contact School Office and/or Nurse

	List generation (third party)
	HR will maintain register

	How to contact the Institute if you have flu (staff)
	· On the first day of symptoms / illness call your line manager and report your illness and likely duration of absence (current work practice)

· Your line manager is responsible for communicating to HR if the illness is related to Influenza H1N1

· Students:  School administrator :  

· Informatics and Engineering 01-8851081

· Business and Humanities  01-8851061
· Students:  Nurse

· Nurse  01-8851105

	How to contact the Institute if you have flu (student)
	· On the first day of symptoms / illness call your relevant School administrator and report your illness and likely duration of absence (current work practice)

· School administrator :  

· Informatics and Engineering 01-8851081

· Business and Humanities  01-8851061

· Your School Administrator is responsible for communicating to the Institute nurse if the illness is related to Influenza H1N1

	How to contact the Institute if you have flu (third party contractor)
	· On the first day of symptoms / illness call HR (01-88510810 and report your illness and likely duration of absence


Decisions regarding closure and re-opening of the Institute 
· Decisions regarding necessary closure of the Institute and re-opening of the Institute are made by the President, with appropriate advice from the Health Service Executive.

· The decision to close the Institute (on a phased basis or otherwise) will only be made as a last resort, and only when it is in the long-term interest of the Institute, staff and students to close.
· The most likely reason for closing will be related to a high proportion of staff falling ill simultaneously, or direct instruction from the HSE.

· The duration of closure will be restricted to an absolute minimum and will occur in the context of a principle that the time lost for core educational provision must subsequently be recovered.

· The decision to close and re-open the Institute will be made by the President with advice from the HSE and the significant disease planning steering group.  Governing Body and HSE will be informed.  

· Communication with staff and students during periods of closure will be through the Institute website (www.itb.ie/infectioncontrol )
· Staff in good health will be expected to work remotely from the Institute wherever possible during periods of closure. 

· Re-opening of the Institute may be on a phased basis.  

Guidance on infection control

· Guidance on infection control is provided to staff and students.

· Guidance on actions to be taken if a case of a relevant disease is suspected or confirmed is provided.

· Information is available on the Institute website (www.itb.ie/infectioncontrol )

· Significant sources of information are available at:
	www.hpsc.ie

	www.hse.ie

	www.dohc.ie

	www.swineflu.ie

	www.cmo.gov.ie


Communication procedures 

· Communication with staff and students are maintained on an ongoing basis (particularly high-risk candidates).

· Communications processes in relation to this matter are intended to

· Alleviate, as far as is possible, any apprehension that college students or staff members may have about this disease on returning to college

· Keep people informed on any changes or developments in relation to the occurrence of the illness or advice on preventive measures 

· Advise staff of contingency plans to maintain campus life as normal as possible should a high level of absenteeism occur as a result of the disease.

· Minimise fears and anxieties  and keep necessary persons and authorities properly informed of events, should a crisis situation arise.

· On commencement of the academic year all staff and students will be provided with information pack which will contain the essential advice in relation to recommended hygiene measures and other advice on minimising the risk of infection. The Communications Forum will arrange a verbal briefing which will present this information and allow staff to express their views or feelings on the issue.

· Information posters provided by the HSE will be placed in toilet facilities and general notice boards.

· A web page (www.itb.ie/infectioncontrol ) dedicated to this topic will be maintained which will contain the above information and links to current external expert advice and information. To include

	url
	Type of information

	http://www.cmo.gov.ie/Home.aspx
	General information

	http://www.irishhealth.com/article.html?id=15853
	

	http://www.hpsc.ie/hpsc/
	

	http://www.cmo.gov.ie/Employee_Advice.aspx
	Advice for employees

	http://www.cmo.gov.ie/Employer_Advice.aspx
	Advice for employers

	http://www.education.ie/servlet/blobservlet/influenza_information_for_educational_establishments.pdf
	Specific advice for educational establishments


· The Estates Office and LINC management will be responsible for directing third parties on campus to these sources of information.

· All staff will be briefed at departmental level on the contents of this contingency plan by line management. Any feedback will be directed to the steering committee.

· A contingency communications plan will be prepared by the President and Marketing and Communications Manager to deal with a crisis situation e.g. if a number of staff or students were to become critically ill as a result of contracting the virus.
Medical and hygienic resources  

· In preparation for significant disease outbreak and in establishing preventative measures, the following resources will be made available.
	Influenza H1N1

	· Masks

	· Hand sanitisers

	· Gowns

	· Tissues

	· Information Wall Posters

	· Sanitary materials (paper towels)

	· Cleaning schedules (hard surfaces)
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