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• Personal hygiene 
• Cloth face covering PPE 
guidance (from local 
authorities, etc.)
• First aid guidelines 
• Handling employees who are 
symptomatic at work 
• Communications to 
employees about new 
protocols (e.g., temperature or 
other screenings, commuting 
considerations) 
• Emerging testing capabilities
• Increased levels of concern 
from employees and inquiries 
about any employee assistance 
programs 

Health, Safety,
and Wellness

• Consider implementing a split-team 
approach (e.g., Team A and Team B), 
with the teams alternating between 
working in the office/facility or at 
home each week 
• When splitting employees into 
teams, consider individual skill sets, 
experience and competencies to 
ensure all tasks and activities can be 
performed effectively and safely 
• Distinguish between essential and 
critical tasks, including those 
involving facility management, and 
the non-essential ones that can wait 
until the office/facility is fully up to 
operational capacity 
• Consider whether employees who 
can work from home can continue to 
do so for longer periods even with 
the office reopening 
• Review existing PTO policies, sick 
pay, and other pay to consider 
whether modifications are needed, 
particularly in light of country and 
local COVID-19 legislation 

Work Arrangements
and Policy

• Consider the workplace 
needs for “at-risk” or 
vulnerable workers (as 
defined by CDC, local 
governments or WHO). These 
workers may include 
employees over a certain age, 
those who have serious 
underlying medical conditions 
or are pregnant, etc. 
• Consider making 
arrangements for workers in 
these populations to continue 
to work from home if their job 
role permits, or work with a 
People/HR team member to 
consider other alternatives 

Vulnerable
Workers

• Consider extending 
work-from-home or other 
flexible work approaches, 
including leaves of 
absence, for employees 
whose personal 
circumstances may prevent 
them from returning to the 
office. 
• For example, many 
schools and childcare 
facilities have closed for the 
remainder of the 
2019-2020 term and many 
employees may still have 
childcare responsibilities 

Special 
Circumstances  

• Be mindful of records 
retention and data privacy 
obligations if you collect 
personal information from 
employees including 
information on:
    – Travel in the last 14 days 
    – COVID-19 symptoms      
       (e.g., fever, cough,     
       shortness of breath,   
       breathing difficulties)
    – COVID-19 diagnosis or  
       testing 
   – Close contact with a   
      suspected or confirmed       
      COVID-19 case 
• Be mindful not to disclose 
personally identifiable 
information and consult with 
your HR/Legal/Data Privacy 
team members 

Records Retention; 
Data Privacy  

Plans for a return to the workplace should include heightened awareness of employee concerns and work arrangements, 
and readiness, including those outlined below. 


