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In this phase initially no viruses among animals have been known to cause 
human infections. There are no human cases of pandemic influenza in New 
Zealand. However, this phase also encompasses the WHO Phases 2 to 3 
which are alert phases where animal or animal human influenza virus has 
caused sporadic cases or small clusters of disease in people but has not 
resulted in human to human transmission sufficient to sustain community 
level outbreaks.

PLAN FOR IT

In this phase there are no human cases in New Zealand. However, this phase 
also encompasses the WHO Phase 4 where human to human transmission 
of an influenza virus able to sustain community level outbreaks has been 
verified; and Phase 5 where the identified virus has caused sustained 
community level outbreaks in two or more countries in one WHO region.

KEEP IT OUT

In this phase the first case has been identified in New Zealand going on to 
clusters of cases in New Zealand. This phase equates to the WHO Phase 6 
which is characterised by community level outbreaks in at least one other 
country in a different WHO region to Phase 5. Designation of this Phase 
indicates that a global pandemic is underway.

STAMP IT OUT

There is increased and substantial transmission in the general population in 
New Zealand.

MANAGE IT

The wave is decreasing but there is a possibility of a resurgence or new 
wave. This phase equates to the WHO Post Peak Phase where levels 
of pandemic influenza in most neighbouring countries with adequate 
surveillance have dropped below peak levels. 

MANAGE IT 
POST PEAK

The pandemic is over and/or the population is protected by vaccine. This 
phase is comparable with the WHO Post Pandemic Phase where levels of 
influenza have returned to the levels seen for seasonal influenza in most 
countries with adequate surveillance.  

RECOVER 
FROM IT

Continuing to perform our essential functions is vital to our 
ability to remain a viable entity during times of increased threats 
from all hazards, man-made or natural. Since the threats to our 
organisation’s operations is great during a pandemic outbreak, it 
is important for us to have a pandemic plan in place to ensure 
we can carry out our essential functions and services. This plan 
will assist us to remain operational, as well as to strengthen our 
ability to resume operations post pandemic.

This plan supplements our business continuity plan and has been 
developed to specifically address the dynamic nature of a pandemic. 
This plan stresses that essential functions can be maintained during 
a pandemic outbreak through mitigation strategies, such as social 
distancing, increased hygiene, vaccination of employees and their 
families when vaccines become available, and similar approaches. 

Our plan has been developed to align with the Ministry of Health 
national pandemic plan phases, which in turn align with the 
World Health Organisation phases of pandemic planning.

INTRODUCTION
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PLAN FOR IT

 � Establish roles and responsibilities—ensure at 
least one person is allocated the role of keeping 
up to date with Ministry of Health information.

 � Compile emergency contact details list.

 � Compile staff contact details.

 � Identify a room that could be used for isolation 
if required unexpectedly.

 � Procure emergency supplies e.g., face masks: 
hand sanitiser; cleaning products; gloves etc.

 � Identify the essential functions and services of 
the business so that this plan can mitigate the 
effects of the pandemic while simultaneously 
allowing the continuation of operations which 
support those essential functions.

 � Consider how you can put systems in place to 
maintain social distancing for those required to 
continue working on site in order to maintain 
essential functions of the business.

 � Develop a plan around staff working from home 
where possible: 

• Consider IT requirements, use of the cloud, 
privacy, etc.

• Consider health and safety requirements in 
staff members homes.

 � Consider individual roles—who will be out and 
about—how can you keep them safe?

 � How can you conduct business meetings 
virtually?

 � Will you still send staff to trainings; external 
meetings; events etc?

 � Establish delegations of authority for the senior 
management team to take into account the 
expected rate of absenteeism.

DEVELOPING OUR 
PANDEMIC PLAN

Resources

Pandemic Plan 

Trigger: Business as Usual

Goals: Our organisation is prepared as well as it can be for a 
pandemic. The plan fits within our Business Continuity Plan. All 
staff are well informed and understand their roles in a pandemic.
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 � In January every year review this Plan and 
the Business Continuity Plan at senior 
management level and with Health and Safety 
Committee.

 � Clarify roles and responsibilities of managers  
and staff:

• You may require a pandemic team to  
keep up to date with advice for employers 
and staff.

• Allocate people to obtain and distribute 
advice and information for staff members.

 � Ensure emergency contact details are  
up to date.

 � Ensure staff contact details are up to date.

 � Review emergency supplies kit: e.g., face masks; 
hand sanitiser; cleaning products; gloves.

 � In order to assess and improve your pandemic 
plan it is advisable to test it which includes 
training staff in their roles and responsibilities 
and social distancing techniques.

 � Review emergency supplies kit: e.g., face masks; 
hand sanitiser; cleaning products; gloves.

 � Ensure plan remains relevant for current 
circumstances.

 � Ensure staff contact details are up to date (may 
be required by MOH for contact tracing).

 � Consider meeting with cleaning contractors to 
review their practices.

ONGOING ANNUAL 
ACTIONS

Resources

Pandemic Plan 

Business Continuity Plan

ACTIONS WHEN 
WHO IS ON ALERT

Resources

Pandemic Plan

Emergency kit contents list

Ministry of Health website

MBIE

MFAT
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 � Advise all staff that the organisation’s pandemic 
plan has been activated.

 � Conduct meetings with appropriate staff to  
ensure their roles and responsibilities are clear  
and the required actions are implemented.

 � Review the organisation’s travel policy—ensure  
any flights booked are fully flexible.

 � Ensure only essential travel is undertaken—be  
prepared to have staff travelling internationally in  
self-isolation on their return.

 � Activate thorough cleaning regimes particularly of  
personal spaces e.g., desks, phones.

 � Provide information to staff regarding hygiene, 
covering coughs and sneezes etc and staying at 
home if they are sick. 

 � Ensure staff know the symptoms and what to do if 
they suspect they, or someone else in their home, 
has the illness.

 � Set up the isolation room in case someone 
becomes unwell while at work.

 � Call Healthline 0800 611 116 for further advice if  
someone appears to have symptoms.

 � Management decision on type of leave to use in 
the various scenarios e.g., not ill but required to 
self-isolate; caring for ill family member; ill; schools 
closed; stuck overseas, etc.

 � Put up signs in bathrooms, staffroom, etc. 

 � Determine how the organisation will manage 
ongoing work for staff required to self-isolate.

 � Use IT provider to test working from home setup. 

 � Advise staff to bring own crockery and cutlery and 
to eat lunch at desk.

 � Remove magazines, newspapers etc from 
reception and lunch room areas.

 � Advise all staff to follow social distancing protocols 
and to cease handshakes and other person-to-
person contact.

ACTIONS Resources

Ministry of Health

MBIE

MFAT

Immigration NZ

KEEP IT OUT

COVID-19  
Alert Level 1 
Prepare

TRIGGER: When the Ministry of Health/government move into 
the Keep It Out Phase with border management.

GOALS: To support government initiatives with border management 
by managing the organisation’s contribution to international travel 
and supporting government requirements to self-isolate.
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 � Check with Payroll provider to ensure their ability 
to keep paying staff.

 � Organise regular staff updates to keep them informed 
about Government developments and initiatives.

 � Conduct high level review of potential financial 
impact.

 � Prepare for possible close of office.

 � Keep Board up to date with plans.

 � Continue with Keep It Out actions.

 � Ensure staff self-isolating can access food, 
medications etc.

 � Keep in regular contact with staff self-isolating—
consider some sort of virtual buddy system.

 � Consider options to increase distance between 
staff e.g., two teams working alternate days in 
the business.

 � Ensure there are systems in place to stay in 
touch with staff working from home—both 
between peers and management to staff.

 � Consider closing office/business if required.

 � Adhere to any restrictions on gathering sizes—
pre-empt this where possible .

 � If the season is right for flu vaccines, consider 
offering these to staff (this will not be a vaccine 
against the pandemic but will contribute to 
reducing the overall burden on the health system).

 � Cancel business travel (domestic and international).

 � Prepare to activate Business Continuity Plan 
(BCP) in anticipation of staff or supply chains 
being disrupted either nationally or internationally.

 � Monitor the load on, and the capacity of, the 
staff still able to work.

 � Keep Board up to date with plans and  
current situation.

ACTIONS Resources

Pandemic Plan

Ministry of Health

MBIE

MFAT

Immigration NZ 

Business Continuity Plan

STAMP IT OUT

COVID-19  
Alert Level 2 
Reduce

Trigger: When the Ministry of Health announces the move to the 
Stamp It Out Phase with ‘cluster control’. This is when the first 
case has been identified in New Zealand going on to clusters of 
cases in New Zealand.

Goals: To ensure our organisation takes all reasonable steps to 
assist the government in controlling clusters in NZ.
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 � Review actions and decisions to date and 
adjust to the current situation.

 � Alternative ways of working required at this 
level—therefore working from home where 
possible is the preferred option.

 � Some non-essential businesses will be required 
to close.

 � Public venues will close at this level—consider if 
you are covered by this requirement.

 � Continue to follow Ministry of Health advice and 
actively communicate this to staff.

 � Continue to actively promote good hygiene 
practices.

 � Consider if this is the right time to activate  
the BCP.

 � Monitor staff well-being and resilience—
consider Employee Assistance Programme 
type of help for staff (trauma and grief 
counselling).

 � Maintain frequent communication with 
staff working from home; ill; or in enforced 
isolation—buddy system could work well here.

 � Keep Board up to date.

ACTIONS Resources

Pandemic Plan

Business Continuity Plan

Ministry of Health

MANAGE IT 

COVID-19  
Alert Level 3 
Restrict &  
Alert Level 4 
Eliminate

Trigger: When the Ministry of Health indicates the move to 
this phase because it is logistically impossible to maintain 
cluster control activities and there is sustained and substantial 
transmission in the population.

Goals: To reduce the pandemic impact on our staff and  
our organisation.
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 � Activate BCP (if this has not already been done).

 � Consider amending BCP as a result of 
repercussions of a change in the wider 
(national) economic environment. Consider 
changes in market demand.

 � Consider if it is appropriate to: recommence 
work on site; lift travel restrictions (a lot of this 
will depend on the regional situation and may 
differ from one branch to another).

 � Be prepared to reintroduce interventions.

 � Debrief staff and pandemic team, and collate 
lessons learned in order to better inform 
planning and future responses.

 � Evaluate the effectiveness of measures taken 
and update plans accordingly.

 � Ensure that staff who have continued to 
work throughout the pandemic with a heavier 
workload, have an opportunity for rest and 
recuperation.

 � Prepare for implementing recovery phase of 
Business Continuity Plan.

ACTIONS Resources

Pandemic Plan

Business Continuity Plan

Ministry of Health

MANAGE IT 
POST PEAK 

Trigger: When the Ministry of Health indicates the wave  
is decreasing but there is a possibility of a resurgence or  
a new wave.

Goals: To move our organisation towards the restoration of 
normal services, while preparing for a re-escalation of the 
response if required.
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 � Continue working through the BCP.

 � Ensure good communication with all staff 
so they understand business changes and 
expectations on them.

 � Review the lessons learned.

 � Watch for symptoms of Post-Traumatic Stress 
Disorder (PTSD) in staff.

 � Arrange for support as required.

 � Move to routine measures as implemented in 
the Plan For It phase.

ACTIONS Resources

Pandemic Plan

Business Continuity Plan

Ministry of Health

RECOVER 
FROM IT 

Trigger: When the Ministry of Health indicates that the pandemic 
has abated in New Zealand and/or the population has been 
protected by vaccination.

Goals: To expedite the recovery of our business and return to 
normal services.

8 | PANDEMIC PLANNING BUSINESS CENTRAL

https://www.health.govt.nz/


Please note: All information in this publication is correct at time of printing and subject to change. 
This is a guide only. It should not be used as a substitute for professional advice.

Business Central
ADVICELINE 0800 800 362

P 0800 778 776

E  membership@businesscentral.org.nz

Wellington Chamber

P 04 473 7224

E  membership@wecc.org.nz

ExportNZ

P  027 551 0360 Central  
06 835 2528 Hawke’s Bay  
04 470 9888 Wellington

E  hawkesbay@exportnz.org.nz  
wellington@exportnz.org.nz

PA  PO Box 1087  
Wellington 6140

A  Business Central 
Wellington Chamber of Commerce 
ExportNZ Wellington 
Level 7 JacksonStone House 
3–11 Hunter Street 
Wellington 
 
Business Central Hawke’s Bay 
ExportNZ Hawke’s Bay 
Hawke’s Bay Business Hub 
36 Bridge 
Ahuriri 
Napier

wecc.org.nz
businesscentral.org.nz


