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Local Government Pandemic Planning  
 
The objective of this workbook on pandemic planning and response is to assist Municipalities 
and other local government jurisdictions in preparing to manage a variety of pandemic 
events and other unforeseen disasters such as public health emergencies and bio-
terrorism.  Planning can help to reduce transmission or limit the spread of a pandemic 
disease, thereby decreasing hospitalizations and deaths, while helping to maintain 
essential services, and reduce the economic and social impact of a pandemic. 
 
In the event of a pandemic, local government and law enforcement will play an integral role in 
protecting the health and safety of your employees and their families while trying to operate 
and provide in some case vital services to the community. The Department of Health and 
Human Services (HHS) and the Centers for Disease Control and Prevention (CDC) have 
developed a checklist as a framework to assist local government and law enforcement to 
develop and/or improve plans to prepare for and respond to an  pandemic.  
 
Now is the time to begin constructing a plan in the instance that a pandemic occurs in your 
area. These activities are to encourage thoughts that will aid in developing a plan and 
ensuring that you, your staff, and the communities in your jurisdiction are prepared, and that 
your response is in harmony with those of your neighbors and county. 
 
This workbook contains four sections that may be used for the planning process, including a 
discussion guide, an example of a three-phased response plan, a planning checklist, an 
outline for a Pandemic Preparedness and Response Plan, and a helpful glossary of terms. 
 
Should you have any questions about the content, please do not hesitate to contact Tarrant 
County Public Health at 817-321-4700 or visit our website at www.tarrantcounty.com/eHealth. 

http://www.tarrantcounty.com/eHealth�
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Pandemic Preparedness & Response “PPR” 
 
 

Part A.   PPR Planning & Discussion Guide 

• Community Preparedness Leadership Network……… 1 
• Partnerships & Collaboration…………………………… 1 
• Response Plan by Pandemic Phase………………...... 2 
• Vaccine/Antiviral Drug Distribution & Use…………….. 4 
• Disease Control & Prevention…………………............. 5 
• Public Health Communications…………………........... 6 
• Continuity Planning…………………............................. 7 

 
 Part B.  Continuity of Operations “COOP” outline 

 
Part C.  PIPR Checklist 

 
Part D.  PPR Plan Outline 

• Purpose Statement………………………..... 7 
• Operations……………………..…………..... 7 
• Communications…………………………..... 9 
• Infection Control…………………………… 10 
• Employees……………………..…………... 11 
• Community………………………………..... 13 
• Exercise…………………………..……….... 14 
• Appendices 

A.   Pandemic Planning Committee 
B.   Critical Contacts  
C.   Emergency Resources 
D.   Internal Contact Listing 
E.   Cross Training Chart 
F.   Remote Work Locations 
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Pandemic  Planning & Response “PPR” Checklist 
 
Community Preparedness Leadership Network 

CONSIDERATIONS Comments & Notes 
Establish a Pandemic Preparedness “PPR” 
Coordinating Committee that represents all relevant 
stakeholders in your local jurisdiction, i.e., 
municipality.  Ideally, this group will include 
government officials and representatives from local 
public health, healthcare, emergency response, 
agriculture, education, business, communication, 
community based and service organizations, and 
faith-based sectors, as well as private citizens. 
 

This committee will be relied upon to articulate 
strategic priorities and oversee the 
development and execution of the jurisdiction's 
operational pandemic plan. 
 
(Remember to include representatives who 
have disabilities or other special needs, 
including language differences). 
 

Delineate accountability and responsibility, 
capabilities, and resources for key stakeholders 
engaged in planning and executing specific 
components of the operational plan. 
 

This phase of your planning effort should 
include timelines, deliverables, and 
performance measures.   
 

 
Assure that the operational plan for pandemic  
response is an integral element of the overall 
municipal (local) emergency response plan 
established under Federal Emergency Support 
Function 8 (ESF8): Health and medical service 
and compliant with National Incident Management 
System. 
 

Within every jurisdiction, clarify which activities 
will be performed at a state, county, local, or 
coordinated level, and indicate what role the 
municipality will have in providing guidance and 
assistance. 

 

Formalize agreements with neighboring 
jurisdictions and address communication, mutual 
aid, and other cross-jurisdictional needs. 

The plan should be integrated with the state, 
local, tribal, territorial, and regional plans 
across jurisdictional boundaries in the plan. 

 

 
Partnerships & Collaborations   
Psychosocial support services for the community, 
including patients and their families – may become 
necessary if the pandemic lasts a long period of 
time, or if it causes significant numbers of deaths. 

The Faith-based organizations or perhaps local 
behavioral health providers may be engaged to 
provide these services.  Include the likelihood 
of those affected by community containment 
procedures in this part of the PPR Plan, as 
well.  
 

Identify the proper authorities (by position) 
responsible for executing the PPR Plan, especially 
those authorities responsible for  

• case identification 
• isolation, quarantine or movement 

restriction 
• healthcare services and emergency care 
• verify mutual aid 
 

Since this information will be needed by a wide 
array of individuals, it may be prudent to 
include it on the City’s website, as well as to 
make it part of public announcements that 
occur before, during and after the pandemic. 
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CONSIDERATIONS Comments & Notes 
Clarify and delineate the process for requesting, 
coordinating, and approving requests for 
resources that from state and federal agencies. 

Since this information will be needed by a 
wide array of individuals, it is suggested that 
this process be included when testing your 
PPR Plan. 

In order to effectively implement and manage this 
PPR Plan, and to improve the chances of 
successful outcomes community-wide, committee 
members and key officials and personnel must be 
trained on the Incident Command System. 

Utilize the online National Incident 
Management System (NIMS) compliant 
trainings available at the Federal Emergency 
Management website www.FEMA.gov 

Assist in recruitment to the Medical Reserve 
Corps for Tarrant County, and in establishing and 
promoting other community-based task forces that 
support healthcare institutions on a local or 
regional basis. 

 
 

The Tarrant MRC is an organization of 
trained volunteers who will be deployed in 
response to a disaster such as a pandemic.  
Able persons 18 years old and older are 
encouraged to sign up at 
www.bealocalhero.com 
 

Identify the person who is authorized to officially 
activate your PPR Plan. 
 
Delineate the chain of command and information 
flow so that it is clear and direct. 

 

In the case of a pandemic, the Governor may 
declare a state of emergency, but this may 
occur after the local emergency has been 
identified; therefore it is essential to maintain 
reliable communications at all levels, 
especially with the Public Health Department 
or your Local Health Official. 
 

Identify the state and local law enforcement 
personnel who will maintain public order and help 
implement control measures. 

 

Determine in advance what will constitute a 
“law enforcement” emergency and educate 
law enforcement officials so that they can 
pre-plan for their families and sustain 
themselves during the emergency. 

Once you have completed your PPR Plan, invite 
all members of the Planning Committee and 
volunteers from within the local community to 
participate in a mock event (drill) to evaluate the 
plan’s functionality. 

Tarrant County Public Health can assist you 
with organizing and performing this task. 

Announcement & invitations should be mailed 
or distributed 2-4 weeks in advance of the 
drill date. 

Schedule the drill at a time when you will 
have optimum participation. 

Participants’ seating arrangements should 
encourage discussion and exchange of ideas 
and suggestions. 

 
Response Plan by Pandemic Phase 

Ensure that this PPR Plan is consistent with the 
existing Emergency Operations and response plan 
“EOP” and that it coordinates with the Tarrant 
County pandemic response plan. 

This plan should become an annex to your 
existing Emergency Response Plan and 
coordinated with the existing Continuity of 
Operations Plan. 

 

http://www.fema.gov/�
http://www.bealocalhero.com/�
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CONSIDERATIONS Comments & Notes 
Ensure that the plans are scalable, to the 
magnitude and severity of the pandemic and 
available resources.  
 

It is suggested that your PPR Plan be in a 
format that directs an appropriate level of 
response for the Phase of the Pandemic so 
that resources are preserved or most 
appropriately utilized.  Revise these steps 
as needed. 

PPR Plan should include detailed information and 
direction regarding preparation and possible 
mitigation activities when a pandemic strain has 
been identified that threatens humans. 

Tarrant County Public Health will provide accurate 
information on the incidence and prevalence of 
infection internationally, regionally, and locally. 
 

These directives might include coordinated 
efforts to provide regular updates on 
Pandemic Status, possibly including city-
wide efforts to detect, monitor and report 
any unusual acute illnesses or medical 
conditions in the community, especially 
among those who travel abroad. 
 
 

PPR Plan should provide detailed information and 
direction regarding the continuation of activities in 
Phase One, PLUS the additional procedures 
necessary for preparation and protection in 
connection with wide-spread disease, including 
testing, reporting, implementing infection control 
measures, educating all audiences about the threat 
that is at hand, and ALSO about the subsequent 
steps that lead to recovery. 

 

Pandemic disease will be easily and 
rapidly transmitted and containment 
may be the only defense option for 
weeks; therefore, it will be essential to 
establish & maintain a “READY” 
position early among employees and 
within the community.  Accurate, 
frequent information is vital to this effort 
so your communications plan must be 
pre-determined.  This effort should go a 
long way toward controlling panic 
among all of the populations. 
 

PPR Plan should incorporate the responses already 
described in the Continuity of Operations Plan 
“COOP” for local emergencies, plus specific 
directives that reduce the risk of infection or limit the 
spread to staff and within the community.  This 
phase will also address the distribution of 
prophylaxis or vaccine to staff, to the community, 
and whether there have been any designated 
places to be used as an alternative care sites, or 
dispensing sites. 

 

 

Activities such as Isolation of those who 
are sick from those who are well must 
be addressed.  Issues about housing 
and food services, vital business 
activities, and directives for 
continuation, limited, or closure of 
offices should be specifically outlined 
and posted in easily accessed formats 
(signage, web sites, via television or 
radio, etc.) 
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Vaccine & Antiviral Drug Distribution & Use 
 

CONSIDERATIONS Comments & Notes 
Work with the SNS Coordinator for Tarrant 
County to develop community-based plans for 
vaccine distribution, use, and monitoring; and for 
communication of vaccine status. 

 

Tarrant County Public Health has taken the 
lead in this effort.  Numerous community 
partners, including school districts, hospitals, 
and businesses have been engaged to assure 
there are workable plans, and that the 
communication avenues are viable. 

Ensure the PPR Plan delineates procedures for: 
• Who is authorized to request and receive 

deliveries of vaccine (if it is available) 
and related supplies 

• How and when the distribution and/or 
vaccination process will be 
communicated to staff 

• Security, including transport and storage  
• Biohazard waste issues 

 

When activated, the Tarrant County Pandemic 
Response Plan includes these processes, but 
each locale should assure plans are workable 
and coordinated  with the County’s Plan. 
 
The pre-determined Points to Dispensing will 
be managed and staffed by trained personnel. 
Volunteers & local law enforcement will need to 
plan for security of each site. 

The PPR Plan must address the needs of 
vulnerable and hard-to-reach populations with 
regard to administering vaccine. 

Special residential locations, homebound, and 
others must be included in the PPR Plan, along 
with how communications will be coordinated, 
and under whose authority. 

Test the operational plan that addresses the 
procurement, storage, security, distribution, and 
monitoring actions necessary to assure access 
to treatments during a pandemic. 
 

Participate in the drills and exercises that are 
routinely set up and coordinated by Tarrant 
County Office of Emergency Management and 
Tarrant County Public Health. 

Work with the SNS Coordinator for Tarrant 
County to develop community-based plans for 
antiviral distribution, use, and monitoring; and for 
communication of antiviral drugs availability 
status. 

 

Tarrant County Public Health has taken the 
lead in this effort.  Numerous community 
partners, including school districts, hospitals, 
faith communities, and businesses have been 
engaged to assure there are workable 
distribution plans, and that the communication 
avenues are viable. 
 

At the local level, it is suggested that 
representatives from retail pharmacies and other 
sources of pharmaceuticals be informed about 
this portion of the PPR Plan. 
 

It should be anticipated that in a pandemic 
these retailers will become overwhelmed in a 
very short period of time, so it is imperative that 
their response is coordinated with those of the 
local government. 
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Disease Control & Prevention (managing risk of disease transmission) 
 

CONSIDERATIONS Comments & Notes 
Review the Tarrant County Pandemic Response 
Plan to assure that your PPR Plan includes 
coordinating operational plans for: 

• Containment measures, movement 
restrictions, isolation and voluntary 
quarantine 

• The procedures and legal authorities for 
implementing and enforcing these 
containment measures (such as school 
closures, canceling public transportation, 
and other movement restrictions within, to, 
and from the jurisdiction) 

• The methods that will be used to support, 
service, and monitor those affected by 
these containment measures in healthcare 
facilities, other residential facilities, homes, 
community facilities, and other settings. 

• Ensure the jurisdiction has some capacity 
to implement various levels of movement 
restrictions within, to, and from the 
jurisdiction. 

 

Designate by position under whose authority 
these steps will be activated.  Then determine 
the chain of command and the flow of 
information so that communication can be 
achieved and maintained throughout the 
pandemic response and recovery. 
 
A regional response is anticipated, so working 
closely with Tarrant County Public Health is 
vital to this planning process. 

Disseminate information about pandemic  
fundamentals: 

• signs and symptoms of   
• modes of transmission  
• personal/family protection & response 

strategies 
• guidance for the at-home care of ill 

children & family members 
• other 

At its onset, options for controlling the 
pandemic will be few; therefore, it will be 
necessary for reputable, reliable sources to 
help proved guidance and information across 
the entire community.   
 
All divisions/department should consider 
providing “how to” information to employees, 
families, and the community at large. 

Educate and inform all employees about infection 
control measures that will be implemented. 
 
Implement effective disease prevention and 
infection control policies & procedures that help 
limit the spread of on your premises (for example: 
influenza). 
 
These steps may escalate as the pandemic 
develops into a local threat. 
 

Provide printed information and training 
regarding these practices, including 
• hand hygiene 
• cough/sneeze etiquette 
• encourage annual  vaccinations for all staff 

and for children  
• www.cdc.gov/flu/protect/preventing.htm 

 

Establish policies & procedures for staff and 
children 

• extended absences unique to a pandemic  
• address payroll issues with regard to sick 

leave and accrued vacation time 

Consider liberal leave policies (include those 
who cannot work because they must stay home 
to care for sick family members). 
 
Pre-determine attendance requirements and 

http://www.cdc.gov/flu/protect/preventing.htm�
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 communicate these to staff. 

CONSIDERATIONS Comments & Notes 
Provide sufficient and accessible infection control 
& prevention supplies 
  

• soap 
• alcohol-based/waterless hand hygiene 

products 
• tissues & proper waste receptacles 

Educate and inform citizens in advance about 
what containment procedures may be used in the 
community. 
 

Tarrant County Public Health can provide 
helpful and informative presentations for 
employees, civic, private and other groups.  
These programs offer reliable and current tips 
about preparedness and response for families 
and individuals. 

 
 
Public Health Communications 
 
Assure your PPR Plan identifies communications 
that address internal and external audiences.  

• Identifies modes of communication;  
• Delineates the network of communication 

personnel, including lead spokespersons 
and persons trained in emergency risk 
communication;  

• Links to other communication networks 
• Ensure the provision of redundant 

communication systems/channels that 
allow for the expedited transmission and 
receipt of information. 

 

Implement and maintain, as appropriate, 
community resources, such as hotlines and 
Web site, to respond to local questions from 
the public and professional groups. 
 
 
Assess readiness to meet communications 
needs in preparation for a pandemic, including 
regular review, exercise, and update of 
communications protocols and plans. 
 

Disseminate information about your jurisdiction’s 
PPR Plan relative to 

• continuity of business operations 
• community containment measures 
• other 

Your PPR Plan will state the “triggers” for each 
level of response, but the timing for sharing this 
information should be pre-determined. 
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Plan and coordinate emergency communication 
activities with private industry, education, and non-
profit partners (e.g., local Red Cross chapters). 

 
 
Identify and train lead subject-specific 
spokespersons. 

 

Besides your public constituencies, consider 
communications with private sector, 
governmental, public health, medical, and 
emergency response audiences. 
 
Develop and maintain up-to-date 
communications contacts of key stakeholders 
to assure that information is accurately and 
timely communicated.  
 
Exercise the plan and provide regular updates 
as the pandemic unfolds. 
 

 
 
 
Continuity Planning 
 

CONSIDERATIONS Comments & Notes 
Develop a continuity of operations plan “COOP” 
for essential services, including contingency 
planning for increasing the workforce in response 
to absenteeism. 
 

 

Each locality must plan to remain operational 
with minimal staff, anticipating that employees 
will be instructed to stay home if sick or 
exposed.  This fact will require significant 
training/planning for staff and management. 
 
 

Ensure availability of psychosocial support 
services (including educational and training 
materials) for employees who participate in or 
provide support for the response. 

Develop workforce resilience programs and 
ensure readiness to maximize responders' 
performance and personal resilience during an 
emergency. 

 
Adapted from the US Department of State Health Services Pandemic  Preparedness Checklists (expanded 

versions available online at www.pandemicflu.gov ) 
by the Pandemic  Planning team, Tarrant County Public Health. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.pandemicflu.gov/�
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CONTINUITY OF OPERATIONS 
Outline with explanations 

 
I.   Executive Summary 

Briefly describes the purpose of the plan, whom it affects, and situations under which it should 
be initiated 

 
Introduction 

Explain the importance of COOP planning to the organization, and provide background leading 
to the development of the COOP plan. 

 
     Purpose 

Defines the direction and explains the desired outcome. 
 
 Mission 

This is a clear statement of the approach to creating, disseminating, training and testing the 
COOP Plan. 

 
 Applicability & Scope 

Answers the questions: To what and whom does the COOP Plan apply? 
              Is this a new plan or an update to an existing COOP plan? 

 
 Authorities and References 

This section references an annex, appendix, or law that supports the guidance and authority for 
the content of the COOP plan. 

 
II.  Planning Assumptions 

Detail the “givens” of the COOP plan. 
 
III.  Core Functions 

List the organization’s prioritized functions and activities that must be continued under any 
circumstances. 

 
 Essential Operations 

List of core processes and services that must be continued under any circumstances. 
 
 Delegations of Authority & Succession Planning 

Establish the rules and processes defining the conditions and order of succession, notification, 
and limitations. 

 
IV.  Concept of Operations 

Explains how the COOP plan will be implemented, consists of three phases: 1) activation and 
relocation; 2) alternate facility operations; 3) reconstitution. 

 
 

COOP outline with explanations continued 
V.   Implementation 
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Describes the process for dealing with known (with warning) and unknown (without warning) 
threats and emergencies. 

   
 Vital Records, Databases, and Systems 

Procedures protections, duplication, movement of records (hard copy and electronic) vital to 
the organization’s core functions including emergency operating records (e.g.. plans, staff 
assignment, succession plans, etc.) and legal and financial records (e.g., payroll records, 
contracts, etc.) 

 
 Alternate facilities 

Identify, pre-position, and maintain equipment and other resources required at alternate site: 
e.g., computer equipment and software, file cabinets, desks, chairs, office supplies, etc. 

 
VI.  Interoperable Communications 

Identify and make available at alternate facility the data and communications systems to 
support core functions – secure, and non-secure communications – voice, fax, data, internet, e-
mail. 

 
 Media Communications 

Process for appointing a Public Information Officer (PIO) and integrating into the Joint 
Information Center (JIC) 

 
VII.  Training 

The process and methods for training the workforce in all aspects of the COOP plan. 
 
VIII.  Testing, Exercises, and After Action Reports 

Methods and means for testing all systems, schedules for drills and exercises, and the format 
and content prescription for after action reports. 

 
IX.  COOP Plan Maintenance 

Review COOP plan annually focusing on these essential issues: 
Maintaining overall plan currency and readiness 
Procedures  
Equipment 
Systems 
Personnel and rosters 
Resolving COOP Plan policy issues 
Advising the State Health Officer on COOP-related matters; 
Coordinating with related plans 
Conducting training, testing, and exercises 
Incorporate lessons learned from testing and exercises as well as any actual events that 

have occurred during the year. 
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