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Introduction.
This template is a tool that first-line supervisors may use to help plan for staff absences due to the flu (seasonal and/or H1N1) or for any occasion that may keep staff away from campus.
It’s difficult to predict with any certainty how many people will get the flu or when they will get the flu.  It’s prudent, then, to prepare for staff absences that may occur at a higher rate than previous flu seasons.

General Planning Information. In general, first-line supervisors should:
· Know staff contact information for use as a “call-tree”

· Develop a “chain of succession” to make sure there is always someone in charge

· Identify priority products and/or services that must attended to

· Who does the work?

· How do they do the work?

· What computer applications are used, if any?

· Can the work be done remotely (i.e. at home)?

· Review existing work process documents to make sure they are up to date and correct

· Develop work process documents that don’t currently exist

· Identify back up staff (at least 1), make sure they are trained and have access to work process documents

· Make sure the appropriate signature authorization and general ledger security request forms are on file with the Controller’s office
· Coordinate all planning with your immediate supervisor

H1N1 Specific Information.

· Educate staff regarding flu prevention techniques

· Cover nose and mouth with a tissue when coughing or sneezing. Throw the tissue in the trash after use. 

· Wash hands often with soap and water, especially after coughing or sneezing. Alcohol-based hands cleaners are also effective. 

· Avoid touching eyes, nose or mouth. Germs spread that way. 

· Inform staff that they should not come to work if they are exhibiting flu-like symptoms

· Fever greater than 100o F AND 1 or more of the following:

· Cough or sore throat

· Body aches

· Headache

· Tiredness

· Diarrhea or vomiting

· Consult with your Human Resources Services Manager (HRSM) when deciding whether to send an employee home because of flu-like symptoms

Assistance.
Contact the [           ] at xxx-xxx-xxxx or xxxxxxxx@xxxxx.edu if need any assistance with this planning.
Department Information.
	Department Name
	College or Division

	
	

	Department Description

	Describe what the department is responsible for accomplishing.  What are its products and/or services?  Who are the department’s customers (students, staff, faculty, visitors, etc.)?  You may want to include an organization chart in the area provided in Attachment 1.



	Department Priorities

	Priorities are those tasks, services, or products that must be done.  If these are not done, there would be a significant negative impact on the department or the university.  Try to list the priorities in order of importance.

	Priority Product or Service
	Description
	Staff Involved
	Processes Documented?

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Staff Information.
List all departmental staff, including name and contact information.

	Department Leadership

	
	Supervisor
	Alternate or Back-Up

	Name
	
	

	Home Phone
	
	

	Cell Phone
	
	

	E-Mail
	
	

	Instant Message
	
	


	Staff

	Name
	Home Phone
	Cell Phone
	E-Mail Address
	Instant Message

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Computer Applications Information.
There may be opportunities for staff to “tele-work” if they are home caring for a sick family member.  Supervisors need to understand what computer applications would need to be used and if there are any special requirements for accessing these applications remotely.  FAST or ITS should be your first stop if you have any questions about remotely accessing computer applications.
The table below shows some common computer applications and whether they can be accessed remotely.  It also indicates if there are any special requirements that need to coordinated with FAST or ITS.  Add other computer applications that your department needs for important processes.
There may be some computer applications used that are managed by other organizations.  Some of these are hosted by the vendor or may be managed by a college or department system administrator.  For these applications, contact whoever manages the application.
	Application
	Use
	Special Requirements for Remote Access?
	Other Considerations

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Procedures.
Each critical process that is needed for the department to provide important products and/or services should have a written procedure.  This procedure should be easy to follow so that people with limited, specific knowledge of the process can use it.

You may want to copy and paste existing procedures into this document.  
When developing new procedures, you should try to address each area below.  A template begins on the next page.
1. Introduction – what is the purpose and/or objective of the process?

2. Scope – to whom does the process apply?  Who is affected?

3. Roles and Functions – list the roles and functions people involved

4. References – list any policies, standards, manuals, web sites, documents, etc. that are used as part of the procedure or provide additional information about the process.

5. Action Steps – What needs to be done and how
Procedure Template
	Task Name
	

	Written By:
	
	Procedure File Name
	

	Revision Date:
	
	Procedure File Location
	

	Scope
	

	Introduction
	

	Roles and Functions


	

	Action Steps
	

	Form(s) Required
	

	Reports Used
	

	Reports Generated
	

	Tools Required
	

	References
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