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o The university or system may implement policies that enable employees to work from 
home with appropriate security and network access to applications. 

o The university will provide employees with information to encourage social distancing and 
self-isolation and mitigate concerns about lost wages. 

o The university will provide health information and direction about preventing  
influenza infection, frequent hand-washing, influenza vaccination, cover your cough 
and other preventive education. 
o Absence of individuals within IUP and outside of the university may disrupt an IUP 

unit or area’s ability to provide a critical function. 
o Absences may be due to illness, quarantine, family responsibilities, and employee 

and student concerns about risk at the University (well-founded or unfounded). 
o As an approximate working guide, small teams of fewer than 15 people who work 

together should plan for a level of absence rising to 50% at a peak of a pandemic wave. 
If a unit has substantial flexibility to redeploy staff, it should aim at handling staff 
absences of at least 40% during the peak weeks of a pandemic wave--in addition to 
usual absenteeism levels. 

 
  
    

    

    

  
  

    

  
  

    

    

 
o Ill people are likely to be unavailable to work for at least five to eight working days. 

o The university will provide health and counseling services and referral resources to 
address as much as possible the outpatient health care needs of employees and 
students who become ill or symptomatic while on campus. 
o The university will establish partnerships with local public health agencies and health 

care resources to assist in the triage, care, and referral of employees and students 
whose needs are beyond the scope of campus health and counseling services. 
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2.3 Differences and Similarities from Other Emergencies 
 

The most typical continuity planning efforts tend to emphasize the loss of physical assets and 
information technology services–not the loss of human resources, supply chains, etc., due to 
infectious disease. In this sense, a flu pandemic presents a very different type of risk to an 
organization’s continuity of operations: Pandemics are about people. 

 
A pandemic is a global epidemic, but its effect on a particular locality may vary. If an 
influenza pandemic reaches Pennsylvania, certain areas and populations may be more 
severely affected, or affected in a different sequence than others. It is likely, however, that 
during a pandemic, the effects will be widespread and result in a broader regional impact 
than natural disasters such as earthquakes and fires. Support and rescue services may be 
unavailable in a pervasive event such as a pandemic. 
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response plans may need to be implemented more than once during a period of 6 to 18 
months. 
As with any projected emergency, advance preparation and planning is critical. Contingency 
planning within an organization before an adverse event occurs may mitigate its effects by 
promoting a more effective response. A pandemic response plan should be an integral 
component of a University Emergency Response (Incident Command) Plan in addition to 
other infection control components (bioterrorism) and response planning for other 
contingencies such as natural disasters (earthquakes, fires). 

 
 

2.4 Anticipated Demands for IUP Services 
 

The Plan anticipates that there may be a substantial increase in demands for certain key 
services in case of a pandemic. While the nature of these increased demands will depend 
on the presentation and characteristics of the pandemic, it is likely that the following units will 
see an increase in service demands: 

o IT Services – supporting increased office demands 
o University Administration—Academic Affairs, Student Affairs, Administration and 
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o Students living in residence halls during IUP Stage 3--Pandemic Period 
o Students involved in off-campus learning activities such as internships and community 

service learning 
o Employees and students traveling internationally and domestically during IUP 

Stage 3--Pandemic Period 
o International students, especially those whose home countries are affected by the 

pandemic 

o Parents and children utilizing campus day care facilities 
o Research animals 
o Travel will be restricted for university members 
o Faculty and students with on-going experimentation and research needs 

 
Plans for addressing the increased demands for these populations are noted in Section 10, 
“Phased Pandemic Planning and Response Actions,” of this document. 

 
3. FOCUS, LEADERSHIP STRUCTURE AND KEY ROLES 

 
The focus of this Pandemic Business Continuity Plan is to project the impact of a pandemic 
on IUP and deliver an effective response to reduce the spread and transmission of the virus 
and, as long as it is safe to do so, maintain continuity of critical functions related to the 
campus mission, including instruction, research, and services. 

 
Leadership and direction within the campus in the event of a pandemic will be organized as 
per the guidelines developed in this document by the IUP Pandemic Planning Group also the 
Pandemic Response Group (PRG). Leadership and direction will come from the President 
and President’s Cabinet, the Provost and Academic Units, Student Affairs, and 
Administration and Finance. The (PRG) will serve in an advisory capacity and as resources 
for the University leaders in the Divisions above. 

 
In the event of a pandemic, primary strategic direction will be assumed by the President, the 
President’s Cabinet and the Pandemic Response Group. For information about the IUP 
Emergency Operations Plan and its staffing, please contact the IUP Pandemic Response Group 
Chair 

 
 

3.1 Pandemic Influenza 
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http://www.iup.edu/humanresources
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1) Activate the internal alert mechanism. 
2) Don surgical mask or PPE (N-95 respirator, gown, gloves, face-shield or 

disposable goggles) as per PA DOH guidelines. 
3) Clinical evaluation as appropriate. To meet the suspect case definition of 

flu, the patient must meet both epidemiologic criteria AND symptom 
criteria: 

a. Epidemiologic criteria: 
1. Travel from an area with documented or suspected flu, AND 
2. Contact with possibly infected persons or animals OR 
3. Close contact with a person who has the flu AND 
4. Symptom criteria: 

1) One or more of the typical flu-like symptoms such as fever >38 C (>100.4 
F), cough, sore throat, shortness of breath, and muscle aches. 

4) If the patient meets the suspect case definition and alternative diagnosis 
cannot be established, the medical provider: 

i. Contacts a medical facility (e.g., emergency room or 
health department clinic) where appropriate diagnostics 
can take place in a safe environment. For the IUP HS, 
Indiana Regional Medical Center (IRMC) is the primary 
option. 

ii. In conjunction with the PA DOH develop a list of 
contacts of patient to include close contacts, close 
casual contacts, classroom and other contacts. 
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unit shall discuss with key suppliers a plan for regular shipments in the event of 
shortages during a pandemic. 

o Priority contracts and agreements should be established with key suppliers and other 
vendors for those supplies identified as essential to ongoing business functions. 

o Departments should identify supplies essential to business continuity that are often in 
back order status or require long lead order time and consider stockpiling these 
supplies. 

o Costs of additional supplies may exceed currently allocated funds in individual 
departments. Consideration of alternative sources of funding for supplies may be 
necessary. enona enona
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If a funding source is provided for the inventory that would have to be distributed, Physical 
Plant Management could serve as the central control point for these supplies. Utilizing their 
material management system, they would be able to track what supplies and quantities have 
been provided to departments. 

 
Central control of the personal protective equipment would allow for consistency in what 
equipment is used and ensuring that the proper fit-testing and training in the correct use and 
disposal of the equipment has been completed for each unit. 

 
A “Personal Protective Equipment and Working at IUP - Frequently Asked Questions” 
document will be prepared by Pandemic Planning Group and distributed to the campus. 

 
 

8. COMMUNICATIONS, AWARENESS, AND PREPAREDNESS 
 

In case of a pandemic, effective communications are critical to the safety and health of the 
University community and to the implementation of the Pandemic Response Business 
Continuity Plan. A detailed summary of the communications procedures projected follows in 
Section 10, “Phased Pandemic Planning and Response Actions.” In addition, the following 
guidelines are indicated in addressing communications needs: 

 
Pre-
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Pandemic communications: 
o The EOC will be activated during a pandemic and communications services to the 

University Community will be coordinated via the University Public Safety office. 
Communications from the EOC could include the use of multiple formats such as 
telephone, e-mail, web, mass Emergency notification system, postal service, etc. 
Topics for communication are likely to include: 

o Instructions for students and employees on: 
o Prevention of infection 
o Resources and recommendations in case of illness 
o Work requirements/class requirements including alternative arrangements for 

continuing instruction and business activities. 
o Status updates on the pandemic at IUP and its impact 
o Status updates on the level of campus operations 
o Internal communications as needed for the level of campus operations. 
o External communications as needed wi
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10. CRITICAL FUNCTION CONTINUITY PLANNING AND 
BUSINESS IMPACT DATA 

 
This section includes information about business continuity planning for a pandemic event 
response by personnel who provide mission-
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10.1.1 Maintaining Critical Function Continuity Statements 
 

To ensure that a Critical Function Continuity Statement will be effective, lead representatives 
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10.2. Training and Plan Exercises 

 
To ensure full implementation of the pandemic plan, training and exercising ensures that 
faculty, staff and students are aware of the plan, how it is activated and how it is managed. 
Testing and exercising of the plan also serves to identify where plans may need to be refined 
or modified, thereby strengthening our preparedness. A training schedule will be formulated 
after completion of the plan and periodic exercises will be mandated on at least an annual 
basis. The schedule will be designed in accordance with the progression of the pandemic 
periods. 

 
o Training will be scheduled in the form of workshops and seminars for the IUP Crisis Action 

Team, members of the Emergency Operations Group, and departments with first responders 
such as Environmental Health and Safety, Public Safety, Housing and Residence Life, 
University Health Service, Human Resources, and Physical Plant Management. This training 
will include education on influenza, review of the pandemic response plan and the business 
continuity pandemic plan annex. 

o “How To” training workshops and discussion-based exercises for Emergency Operations 
Center section personnel will be conducted. 

o Additional training needs will be identified and scheduled with those designated as essential 
and core personnel and their back ups. 

o The University Health Service will provide in-
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11. PHASED PANDEMIC PLANNING AND RESPONSE ACTIONS 
 

This section includes phased planning- and response-related actions for each CDC 
designated “pandemic phase” that will be followed by personnel of the following key campus 
entities during four phases of pandemic planning and response at IUP: 

 
o IUP Pandemic Influenza Planning Group/ known as Pandemic Response Group (PRG) 
o President and President’s Cabinet 
o Provost and Division of Academic Affairs 
o Division of Student Affairs 
o Division of Administration and Finance 
o Division of Institutional Advancement 

 

11.1 IUP Planning and Response Phases 
 

The Centers for Disease Control (CDC) and IUP have designated pandemic management or 
planning stages associated with pandemic phases developed by the World Health 
Organization (WHO). The IUP Pandemic Influenza Planning Group has adopted four stages 
mirroring structures developed by these organizations. The following table lists and 
describes IUP Pandemic Planning and Response Phases: 

 
 

IUP PANDEMIC PLANNING 
AND RESPONSE PHASE 

DESCRIPTION AND 
CORRESPONDING CDC PHASE* 

 
 
 
 
IUP Phase 1— 
Interpandemic Period 

 
 
 
 
 
 
 
 
 
 
 

Corresponds generally to CDC Phase 1 and CDC Phase 2. 
 
CDC Phase 1--No new influenza virus subtypes have been 
detected in humans. An influenza virus subtype that has 
caused human infection may be present in animals. If 
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IUP Planning and Response Phase 
Phase 4—Post Pandemic Period:  
(1) 
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(5) Require Deans to report numbers or faculty and student absences 

DONE DATE 

related to flu to Human Resources and Influenza Manger       
(6) Require department managers to report numbers of non-faculty 

employee absences due to flu to Human Resources and 
Pandemic Influenza Planning Group Manager 

(7) Consider suspension of classes and/or campus closure       
(8) Consider suspension of campus activities       
(9) Consider restricting movement on and off campus for activities 

athletic 
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(2) Provide access to pandemic response plan 
(3) Provide training as indicated 
(4) Provide information to faculty about how to respond to student 

concerns 
(5) Implement plan to care for or bring back students from affected 

countries 

DONE DATE 
 
 

 
 

(6) Work with SHC Travel Clinic to monitor safety and guidelines and 
Guidelines and recommendations for traveling abroad 

 
   

  
   

(7) Restrict official travel abroad if indicated        

Provost 
Phase 3—Pandemic Period: 
(1) Monitor levels of faculty and student absences with Pandemic 

Influenza Planning Group Manager and Human Resources 
(for employees) and Payroll Services (for student 
employees) 

 



IUP Pandemic Response Business Continuity Plan, 2020 

Prepared by: IUP Pandemic Influenza Planning Group 

- 32 - 

 

 

 
 
 

 

 
(2) Review Critical Function Continuity Statements and revise as 

needed 

DONE DATE 

(3) Prepare alternatives to classroom instruction 
(4) Develop a recovery plan for teaching and research 
(5) Engage in training as needed for faculty and staff 
(6) Alert clinical volunteers for possible service 

   
   
   
   

    
   
   
   

Provost 
Phase 3—Pandemic Period: 
(1) Report absences and potential cases of influenza to 

Pandemic Influenza Planning Group Manager and Human 
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Provost 

DONE  DATE 

Phase 4—Post Pandemic Period: 
(1) Return to routine operations 

   

(2) Assess impact on functions of research and teaching 
(3) Implement the recovery 
(4) Review effectiveness of response and revise procedures 
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Student Health Center 

DONE DATE 

Phase 2—Pandemic Alert Period: 
(1) Monitor CDC, DHHS, WHO, and PA DOH websites on daily basis 

for information regarding infectious diseases 

 
 
   

 
 

   
(2) Revise educational/informational materials as indicated       
(3) Implement campus educational programs as indicated       
(4) Post notice on website notifying patients with influenza profile who   

have traveled to (or have been visited by persons from) affected   
countries to call PHC.       

(5) Implement PHC Influenza policies for patient identification and 
triage. 

  

(6) Identify students at higher risk because of pre-existing conditions        
(7) Follow State and County protocol for patient testing        
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(8) Communicate with area hospitals for protocols for admission. 

Coordinate transport of seriously ill students to hospitals/ 
emergency departments 

(9) Provide care as noted in IUP Health Center Influenza policy and 
Critical Continuity statement as able to care for affected/ 
suspected students 

DONE DATE 
 
 
 
 
 
 
 
 

(10) Coordinate care to students in residential buildings       
(11) Communicate with parents of suspected cases and explain 

procedures 
(12) Work with Dean of Students to coordinate family communications 

in case of illness or death 
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Center on Disabilities 
Phase 2—Pandemic Alert Period: 
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 DONE  DATE 
(8) Building managers will identify individuals with disabilities    

and arrange for assistance to the evacuation area as needed        
(9) Secure buildings.    
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 DONE DATE 
Human Resources   
Phase 3—Pandemic Period: 
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Purchasing 
Phase 4—Post Pandemic Period: 
(1) Return to routine operations 
(2) Assess the impact of campus closure on unit supplies and 

Services 
(3) Assist the units in restocking needed supplies and re-ordering 

services 
(4) Review and assess the effectiveness of the policies and revise 

as needed 

DONE 
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Environmental Health and Safety 
Phase 3—Pandemic Period: 
(1) Stand by to inspect and monitor risks to human health in campus 

Facilities 
(2) Implement use of contractors for infectious waste disposal as 

needed 
(3) Activate building manager system. Managers to notify building 

occupants of closure 

DONE DATE 
 
 
 
 
 
 
 
 
 

 

Environmental Health and Safety 
Phase 4—Post Pandemic Period: 
(1) Return to routine operations 
(2) Review and assess the effectiveness of the procedures and revise 

as needed 
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12. RECOVERY PROCESS 

 
The recovery process begins immediately upon, and continues throughout, the response 
phase of an adverse event. Planning for recovery before an adverse event is intended to 
ease the transition back to increasingly full and routine operations. The duration of a 
pandemic event is unknown and may persist, according to some projections, for up to 18 
months. Recovery efforts will be impacted by the number of employees and students 
affected by the pandemic at IUP, as well as by the health and operational status of the 
surrounding communities and resources. 

 
The following framework is intended to guide recovery efforts: 

 
12.1 Establish criteria and processes for Business Resumption 

 
The PRG will designate a partial, incremental, or total return to normal operations based 
upon information and recommendations by the President, Cabinet and the Pandemic 
Influenza Planning Group Manager as well as local, state, and federal public health 
authorities. These recommendations will also result from ongoing reviews of global, national, 
regional, and local pandemic status and discussions with affected IUP Divisions. 

 
Criteria for assessment of business resumption capability will include: 
o Number of employees available for service. 
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12.2 Communication 
 

During a pandemic, ongoing communication efforts are critical and will be coordinated as 
noted above through the PRG. Recovery actions and intentions will continue from the PRG 
to the campus units and individuals as designated in the communication plan above. 
Notification to employees and students about full or partial reopening should be disseminated 
as widely and quickly as possible. Plans for notification about changes in University level of 
operations include: 

o Website updates (IUP Web Master)  
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AXIS CRITICAL FUNCTION LEAD UNIT AND LEAD EXECUTIVE / 
MANAGER / REPRESENTATIVE 

 Daily Attendance (student 
employees) Payroll Services, Laura Slebodnick, Bernadette 

Polenik , Jennifer Jassem 
Paying Employees (faculty, 
staff, students) Payroll Services, Laura Slebodnick, Penny Olliver, 

Heather Hood 
Purchasing goods and 
services Purchasing, Jennifer Lewis, Jamie Carnahan 

Financial Aid / Student 
Funding: 
Scholarships/Loans/Grants 

 
Financial Aid, Patricia McCarthy 

Campus Supplies Central Stores, Michele Fatora 

Credit Card Use Financial Operations, Lora Lee Bertig, Kathy Cindric 

Vehicle Services Facilities Operations, Jason Mackovyak 
Travel Claims Travel Office, Carol Ramer, Kathy Cindric 
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Collective Bargaining 
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AXIS CRITICAL FUNCTION LEAD UNIT AND LEAD EXECUTIVE / 
MANAGER / REPRESENTATIVE 

 Agreement Questions 
(AFSCME, SCUPA, PDA, 
Doctors, PSSU, SPSPA) 

Human Resources, Craig Bickely 

Collective Bargaining 
Agreement Questions 
(APSCUF) 

Human 
Resources, Craig 
Bickley 

Student Health Services and 
Medical Care 

Student Health Center, Melissa Dick, Dr. Geoffrey 
Pazder 
 

Residence Hall Disabled 
Population 

Student Housing
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Student Affairs 
Communication 

Student Affairs 
Tom Seger, 
Caitlin Aiello 
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AXIS CRITICAL FUNCTION LEAD UNIT AND LEAD EXECUTIVE / 
MANAGER / REPRESENTATIVE 

 Custodian of 
Student/Campus Records 

Student 
Affairs, Mike 
Powell 

Student Conduct, 
Grievances, Appeals 

Student Affairs  

Career Development Center Career Development Services 
Tammy Manko, Kelsey 
Thompson 

Student Affairs Human 
Resources Management 

Student Affairs 
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APPENDIX C: CRITICAL FUNCTION CONTINUITY STATEMENT 
 

IUP CRITICAL FUNCTION CONTINUITY STATEMENT 

PART ONE -- Context of Operations 
Critical Function 
(name of function)  
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IUP CRITICAL FUNCTION CONTINUITY STATEMENT 
Key Points of Failure 
What resource losses pose the greatest 
vulnerabilities to the ongoing provision of this 
function? 

 
For example, loss or inaccessibility of space, 
power, network, personnel, supplies, vendor 
goods or services, data and records, equipment, 
email/Internet; phone; fax; snail mail; etc. 

 
 
 
 

 

Scope 
(Estimate how many people and 
departments/units will be affected by the failure 
of this function.) 

People:   
Departments/Units:     

 
Negative Consequences to 
Institution / Campus Mission Due to 
Loss / Interruption of Function 

Life Safety 
Infrastructure 
Financial (unmet payment deadlines, loss of revenue) 
Organizational (Teaching / Research / Reputation / Legal / 

Campus Dining / Impacts on Other Units or Business Partners / 
Loss of Students or Faculty to other orgs.) 

PART TWO – Procedures to continue this function at sufficient acceptable level 
during and after a pandemic event 

 
Keep in mind the assumptions and parameters mentioned in the workbook and 

the context of your operations. 
 

LIMIT THIS SECTION TO LESS THAN A PAGE— 
LESS THAN HALF A PAGE IF POSSIBLE. 

Give only enough detail to be understood by the person(s) your unit reports to. 
 

Since there’s no way to anticipate the precise conditions a pandemic event will create, focus on the most likely 
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IUP CRITICAL FUNCTION CONTINUITY STATEMENT 
 

--HERE IS HOW WE WILL FUNCTION IF IMPORTANT RESOURCES ARE 
LIMITED OR NOT AVAILABLE-- 

Among the specific information that should be included: 
 

o Locations of staff contact information; 
o Key records and documents, essential equipment and sources for them 
o Who will coordinate continuity of IT aspects of function and how will this be done 
o Communication requirements specific to your unit and this function; 
o Ways to mitigate/control significant risk that temporary procedures may expose IUP to 

 
 

ENTER PROCEDURES HERE►►► 
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APPENDIX D: EMERGNCY POCKET CARDS 
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APPENDIX E
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APPENDIX G: SAMPLE PERSONAL HYGIENE NOTICES 
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IUP Pandemic 

http://www.state.pa.us/
http://www.pema.state.pa.us/
http://www.health.state.pa.us/
http://www.agriculture.state.pa.us/

