
CHECKLIST:
RETURNING TO WORK 

DURING COVID-19
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Make accommodations for employees 
who take public transportation, such as 
giving them off-peak shifts, remote work, 
etc. Ensure employees with offices keep 
doors closed. 

Review sick, family and medical leave 
policies to ensure they comply with the 
Families First Coronavirus Response 
(FFCRA) Act (in effect through December 
31, 2020). Include local laws in your review 
and begin recording employee use of 
various types of leave, along with the 
date(s) and reason(s).

Assess each employee’s needs in the 
context of the current situation: are some 
employees limited due to daycare closings 
or caring for an ill family member? Allow 
remote working or special arrangements 
for those who need those accommoda-
tions. Ensure at-risk employees and others 
can safely comply with social distancing 
guidelines while at work.

Consider remaining flexible in allowing 
employees to telecommute, perhaps 
indefinitely, due to the virus. Ask yourself, 
is being in the office essential for this 
person?

EMPLOYEE LEAVE AND OTHER POLICIES

Allow reasonable accommodation requests 
for employees with disabilities—circum-
stances may have changed due to 
Covid-19—which may include continued 
remote working. Employees cannot be 
banned from the workplace due to having 
Covid-19 risk factors. Instead, employers 
should seek reasonable accommodations as 
requested. Each employee’s job description 
and risk of virus exposure in the workplace 
should be considered when developing 
reasonable accommodations.

Determine your stance on business travel 
(i.e., restrictions, new policies) and ensure 
employees are transparent about their 
travel plans.

Be ready to handle increased vacation 
requests when travel restrictions are eased; 
consider establishing a process for prioritiz-
ing requests to avoid too many employees 
away at once. As well, determine your plan 
for dealing with vacation requests made 
prior to Covid-19 that may already have 
been cancelled or postponed.

Dig into your insurance policies and lease 
agreements to see whether you have any 
reimbursements available, especially if you 
share equipment or premises with other 
tenants.
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Institute a company-wide taskforce to 
handle planning and implementation of 
the items on this checklist. Members 
should include senior leadership from 
each department, including communica-
tions and facilities. Charge the task force 
with applying federal, state and local 
guidance regarding Covid-19 to new 
safety precautions in the workplace. 

Thoroughly assess the physical condition 
of your workplace in accordance with 
OSHA guidance and document all 
Covid-19 hazards that need associated 
remediation plans.

Put together your plan for adhering to 
local social distancing requirements, 
including limiting or eliminating large 
in-person or off-site meetings and/or 
customer meetings. 

Add budget as needed for office 
cleaning, personal protective equipment 
(masks, gloves, etc.). Advise employees to 
wear face coverings (at minimum) when in 
public places outside the office.

Formulate plans for employee education 
and physical notices in the office best 
practices for personal hygiene in a 
pandemic. Stock employee workstations 
with items such as hand sanitizer and 
disinfectant spray/wipes.

Maintain a regular office cleaning sched-
ule, thoroughly cleaning shared areas like 
kitchens, bathrooms, breakrooms, confer-
ence rooms, elevators and common areas.

HEALTH AND SAFETY

Put hand sanitizer and wipes in all 
common areas and restock them often. 

Rearrange office furniture, install physical 
barriers and limit the use of small meeting 
rooms as needed to maintain social 
distancing.

Limit or cancel catering and shared meals 
in the office. If meetings are necessary, 
employ safety measures such as serving 
individual boxes of food, utilizing 
contactless food delivery, etc.

Change from physical time clocks to 
electronic.

Evaluate HVAC systems to ensure proper 
air quality and adherence to industry 
standards and improve as necessary.

Create a socially distanced process to 
allow visitors to remain separate from 
employees. Consider adding a “holding” 
area for guests, deliveries and other 
visitors to the office. 

Implement staggered return-to-work 
plans and provide employees with ample 
notice (1-2 weeks) if they are expected to 
return to the office.

Consider the company stance on 
elevators—temporarily closing them, 
limiting the number of occupants, etc.



Make an individual or department (such as HR) 
the first stop for employees who need to report 
Covid-related health issues. Ensure the person(s) 
responsible are trustworthy and confidential.

Employers are entitled to ask employees 
working on-site if they have Covid-19 symptoms 
or if they have been tested. If an employee is 
working off-site, employers may inquire about a 
Covid-19 infection with reasonable evidence 
(such as a mention of cough or fever).

Ask employees to self-monitor for Covid-19 
symptoms (according to the CDC). If employees 
aren’t feeling well, they should stay home and 
report symptoms to the appointed party. If an 
employee has a family member with symptoms, 
they should follow related CDC guidance for 
self-quarantine or reporting.

Have a specific plan for at-risk individuals: how 
will you collect or encourage disclosure of that 
information? How will you make special 
accommodations?

Discuss the requirement (or administration) of 
Covid-19 tests before employees return to 
work. This also is permitted by the EEOC. If you 
proceed:

Understand protocols for test procedures 
and reliability

Keep current on federal, state and local 
guidance for testing, antibody testing, 
isolation and contact tracing

Perform contact tracing for employees as 
that becomes available

EMPLOYEE HEALTH AND COVID-19 TESTING

Discuss whether you want to create a 
questionnaire or other non-discriminatory 
and discreet way to ask employees about 
Covid-19 symptoms. If you do create a 
survey, ensure it remains confidential 
according to federal and state laws for 
privacy around health information.

Decide whether you will conduct symptom 
or temperature screenings when employees 
enter the office. The US Equal Employment 
Opportunity Commission (EEOC) permits 
these. If you proceed:

Get permission from employees and 
clearly communicate the process and 
what happens with positive results.

Assign a private office or conference 
room to be your Covid-19 testing site, 
so you can keep employee information 
private, adhere to social distancing 
and wear effective personal protective 
equipment. 

Find the least-invasive way to conduct 
the screenings.

Don’t keep records on employee 
screenings unless they are suspected 
or confirmed to have Covid-19; in 
addition, maintain strict confidentiality 
for these records and keep them 
separate from HR personnel files.

Decide how to handle employees 
discovered to be ill who cannot go 
into work after their screening (e.g., 
providing transportation home or to a 
doctor)
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RESPONDING TO CONFIRMED/SUSPECTED CASES

© Clark Schaefer Hackett 2020

Employees with confirmed cases of Covid-19, or 
who have been exposed to someone confirmed 
to have Covid-19, should be asked NOT 
toreturn to the office unless a medical profes-
sional has cleared them for work OR they have 
self-quarantined for 14 days or longer since 
their diagnosis. Employers may want to request 
medical notes from returning employees, but 
those may be difficult for employees to obtain 
at this busy time for healthcare providers.

If less than 7 days since the infected 
employee worked in the office, close off 
areas used by the employee and wait for 
24 or more hours to clean the areas.

Conduct an interview with the employee 
to gather information about others they 
had contact with at the company.
Confidentially inform those employees 
that may have had Covid-19 exposure, 
without giving any personally identifiable 
information.

Determine whether you’ll send a 
company-wide email about the 
confirmed case (again, without giving 
any personally identifiable 
information).

Determine whether you’ll notify public 
health officials about your confirmed 
case(s)—this may or may not be 
required by your state. 

Follow updated OSHA and state/local 
health agency guidelines about investi-
gating whether the employee contract-
ed the virus at the workplace. Be sure 
to comply with any recordkeeping 
protocols in this process. 

Send home any employees with 
symptoms of the flu or Covid-19 and 
ask them to self-quarantine for at least 
14 days. 
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LOOKING FOR MORE GUIDANCE?

View our Covid-19: Business Recovery 
& Acceleration Resources.

cshco.com

Employers with employees that have confirmed 
cases of Covid-19 (or exposure to confirmed 
Covid-19) should: 

https://www.cshco.com/covid-19-resource-center/

