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CITY OF COTTONWOOD No: I
Pandemic Preparedness Plan Date: 8/20/07

PANDEMIC DEFINITION

The definition of a pandemic is a disease affecting the majority of the population 
of a large region, or one that is epidemic at the same time in many different 
areas.



 

CITY OF COTTONWOOD No: II
Pandemic Preparedness Plan Date: 8/20/07

COC PANDEMIC SEVERITY INDEX

Index 1
• Recommend voluntary isolation of ill at home for duration of infectious period 

(7-10 days after symptom onset). Although no studies have assessed the 
use of masks at home to decrease the spread, use of surgical masks by the 
patient and/or caregiver during interactions may be beneficial.

Index 2/3
• Recommend voluntary isolation of ill at home for duration of infectious period 

(7-10 days after symptom onset). Although no studies have assessed the 
use of masks at home to decrease the spread, use of surgical masks by the 
patient and/or caregiver during interactions may be beneficial.

• Consider voluntary quarantine of household members in homes with ill 
persons (7 days following the time of symptom onset in the household 
member)

• Consider closing schools and school-based activities, and close child caress, 
for up to 4 weeks. Reduce out-of-school social contacts & community mixing 
for up to 4 weeks.

• Consider decreasing the number of work and social contacts
• Consider social distancing in workplaces or other settings.
• Consider modifying, postponing, or canceling selected gatherings
• Consider modifying workplace schedules and practices.

Index 4/5
• Recommend voluntary isolation of ill at home for duration of infectious period 

(7-10 days after symptom onset).  Although no studies have assessed the 
use of masks at home to decrease the spread, use of surgical masks by the 
patient and/or caregiver during interactions may be beneficial.

• Recommend voluntary quarantine of household members in homes with ill 
persons (7 days following the time of symptom onset in the household 
member).

• Recommend dismissing students from school and school-based activities, 
and close child care programs, for up to 12 weeks. Reduce out-of-school 
contacts and community mixing for up to 4 weeks.

• Recommend decreasing the number of work and social contacts.
• Recommend social distancing in workplaces or other settings.
• Recommend modifying, postponing, or canceling selected gatherings.
• Recommend modifying workplace schedules and practices.



 
CITY OF COTTONWOOD No: III
Pandemic Preparedness Plan Date: 8/20/07

PREVENTATIVE MEASURES

 Wash your hands frequently with soap and warm water for at least 20 
seconds. Post hand hygiene illustration (attached) in all restrooms.

 Covering your mouth and nose with a tissue when coughing or sneezing 
reduces the chance of spreading the virus.

 Use a tissue or your sleeve when touching door handles to the office, 
restrooms, or other public places.

 Disinfect your work surfaces and door handles frequently.
 See “Planning Checklist for Individuals and Family Emergency Health Info 

Sheet” that is attached.
 Maintain a 3 foot personal space between you and the person you are 

speaking to in order to avoid droplets of saliva from the other person.
 Know the difference between a common cold and flu- see attached chart 

that explains.
 Send out newsletters to employees of useful information for them and their 

families for planning and status information.



 
CITY OF COTTONWOOD No: IV
Pandemic Preparedness Plan Date: 8/20/07

MANAGING STAFF WHO BECOME ILL AT WORK

 If the employee exhibits some of the symptoms listed on the chart as 
flu- precautions are supposed to be taken complete a staff influenza 
notification form which should include details about staff and or visitors 
they have been in contact with.

 Give the employee a surgical mask to wear immediately to protect 
other staff.

 Have employee leave work and contact a doctor. Have the employee 
avoid public transportation if possible.

 Managers should advise the people that had been in contact with the 
employee, they should go home until advised otherwise. If the 
employee that is suspected of having the flu reports back that their 
doctor has said they do not have the flu, they can come back to work 
and the manager should advise the other employee that he sent home, 
they can return to work as well.

 Clean and disinfect the employee’s work station- use gloves and wash 
hands immediately after completing the task.

 Keep in contact with the employee to see how they are feeling and if 
they have spoken to their doctor yet.



 

CITY OF COTTONWOOD No: V
Pandemic Preparedness Plan Date: 8/20/07

LEAVE PROCEDURES

Disaster Based Leave of Absence:

This plan is tentative and may be altered during an actual pandemic to suit the particular 
circumstances of that event that are unforeseen now.

Employees will first utilize any accrued leave if the need to be out of work due to illness 
associated with the pandemic, their dependent/ child’s illness due to the pandemic, or their 
child’s school & day care are closed due to the pandemic. After their leave has been 
exhausted, the City will continue to pay the employee until the employee returns or 30 
calendar days whichever comes first. Depending on the circumstances of the pandemic, 
the City Manager reserves the right to change this time frame to be shorter or longer at his 
discretion.

If the employee is ill, and meets the eligibility for Short Term Disability (STD), they may 
apply. If they are approved, they will receive 2/3 of their paycheck from STD. In order to 
maintain a full paycheck, they may use leave they have accrued to make up the remaining 
1/3 of their pay. Once the employee’s leave has expired, and the doctor has not cleared 
them to return to work, the City will pay the 1/3 for the employee to maintain a full paycheck 
until the employee returns or 30 calendar days whichever comes first.

If Schools Are Closed:

One parent would most likely need to remain at home with the child, especially in the case 
of a one parent family. If both parents work for the City, they shall be grant disaster leave 
for one of them at a time. They can work out the schedule with their supervisors. 

Consideration will be given to the employees in the instance the schools are required to be 
closed wherein telecommuting, different working hours, or flexible time should be used to 
determine the schedules.

If a parent has a child that is sick with a pandemic related illness, and they have been 
exposed, they shall not come to work. If both parents work for the City and one has not 
been exposed and still wants to work, this will be permissible providing they make 
provisions in their home life to keep away from the family members that are exposed.

Family Medical Leave Use
The City will not use FMLA time for a pandemic related illness during the pandemic. 



 
CITY OF COTTONWOOD No: VI
Pandemic Preparedness Plan Date: 8/20/07

GENERAL PLAN

 Identify which departments are essential- Example: Parks and Recreation 
may not be an essential department that could close and the employees 
could help out another department such as Utilities which may be an 
essential department.

 Each essential department should identify essential services they need to 
provide and they need to receive in order to keep functioning. Example: 
What chemicals does the Wastewater Division need in order to keep the 
sewer properly functioning and will they be able to maintain enough stock 
or obtain additional stock during these circumstances.

 Local schools plan to close when the CDC Severity Index reaches 4/5. 
 Locate tentative city locations that can be utilized as mass vaccination 

sites or overflow areas if masses of people come to Cottonwood for the 
hospital.

 Work with local funeral home to determine how they will handle the 
increase in dead, will they need City assistance, police escorts, etc.

 Identify key, irreplaceable employees who do not have anyone to back up 
their key roles. Identify other employees that can be cross trained as a 
back up and begin training them.

 Identify the method of communicating the plans and information to the 
employees as well as the citizens- Example- identify and train a public 
information officer.

 Work with Redi-Help to see what their plans are for a pandemic, if they will 
be able to provide workers to help if the City staff levels drop by 50-60% 
due to the illness.

 Designate a Pandemic Manager that will run this program during the 
pandemic. This person will ensure each department has a plan in place 
and will conduct training sessions to be prepared.

During the Pandemic
 Clean phones and door handles daily with an antibacterial agent
 Change HVAC filters and treat with an antibacterial agent
 Apply an antibacterial agent to all common areas daily
 Stockpile antibacterial agents, surgical masks, soap, tissues
 Weather permitting, open windows and air out building at least 2 times 

per day.



 
CITY OF COTTONWOOD No: VII
Pandemic Preparedness Plan Date: 8/20/07

ATTACHMENTS



 

NOTIFICATION FORM: SUSPECTED INFLUENZA CASE AT WORK

Details of Affected Staff

Name:                                                               Date:                                        

Title:                                                     Worksite:                                                 

Location of Isolation:                                                                                            
        

Telephone #  (H)                                  (C)                                   

Symptoms Noticed:
□ Fever □ Body Aches

□ Headache □ Fatigue

□ Dry Cough □ Other                                                                     

□ Cold

Time of fever on-set:                                                    

Travel History over the past 8 days: (list any flights or other public transportation)
                                                                                                                                            
                                                                                                                                            
                                                                                                                                            
                                                                                                                                            
                                                                                                                                            
                                                                                                                                            
                                                                           

Contact list- See next page
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
Details of Reporter

Name:                                                                  

Title:                                                                  

Telephone: (W)                                        (C)                                    (H)                                



 
CONTACT LIST

City of Cottonwood defines pandemic influenza contacts as people who have had 
close physical (less then 3 feet) or confined airspace contact with an infected 
person within 4 days of that person developing symptoms. These are likely to 
include family members, fellow City employees, or customers.

Persons whom the affected staff has interacted with since displaying symptoms:

    Name Email Phone # Address
1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

13.

14.

15.
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