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Are You Ready to Reopen?

• Are you in a community no longer requiring 

significant mitigation (or restricting operations to 

designated essential critical workers)?

• Will you be able to limit non-essential employees 

to those from the local geographic area?

• Do you have protective measures for employees 

at higher risk (e.g., teleworking, tasks that 

minimize contact)?
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Safeguards and Monitoring

Safeguards

• Use of healthy hygiene practices

• Intensified cleaning, disinfection, and 
ventilation

• Social distancing

• Telework and cancellation of non-essential 
travel

• Seating distance of at least 6 feet and 
staggered gathering (starting/closing) 
times

• Restricted use of any shared items or 
spaces

• Training all staff in all of the safety actions

Monitoring and Communication

• Having sick employees stay home

• Establishing routine, daily employee health 

checks

• Monitoring absenteeism and having 

flexible time off policies

• Having an action plan if an employee or 

worker tests positive/presumptive positive 

for COVID-19

• Creating and testing emergency 

communication channels for employees

• Establishing communications with state 

and local authorities
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Return to Work Plan

• Structure

• All possible scenarios

• Task force

• Decision-making matrices

• Policies and procedures

• Communication, education and training

• Safe work protocols

• Screening measures
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Deciding Who Comes Back and When 

• Focus on furloughed employees

• Develop objective criteria

• Focus on skills

• Revisit job descriptions

• Talk to managers

• Document the plan

• Review the demographics

• Provide as much as notice as you can

• Collect a written acknowledgement of intent to return
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Motivating Employees to Return

Make your workplace as 
safe as you can

Institute temporary 

incentive programs 

(hourly wages 

increases, one-time 

bonus payments, 

additional PTO)

Communicate that refusing 

to return to work could 

affect an employee’s 

entitlement to benefits
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Communication and Training

• Frequent and through diverse channels

• Company-wide emails

• Text messages

• Webinars

• Town halls

• Hotlines

• All stakeholders

• Employees

• Management and supervisors

• Contractors, vendors and                                                                      onsite visitors

• Suppliers and customers
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Vulnerable Employees and Accommodations

• An employer’s obligation to provide reasonable accommodations is triggered only when an 

employee asks for one. Basically, an employer generally is under no obligation to provide a 

reasonable accommodation in the absence of an employee request for an accommodation.

• The ADA does not allow an employer to bar an employee from the workplace — “or take any 

other adverse action — solely because the employee has a disability that the CDC identifies 

as potentially placing them at ‘higher risk for severe illness’ if they get COVID-19.”

• The direct threat test is tough to meet. It requires an individualized assessment of present 

(not future, speculative, or remote) risk, considering its duration, imminence, and the 

likelihood of substantial harm.
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Employee Screening

Have a policy in place

• Type of screening or testing that will be done

• Reason for testing

• Which positions will be screened

• What will happen if employee refuses to be screened

• Symptoms that will result in employee being sent home

• Requirements to return to work if sent home

Update policy as necessary to comply with executive order or public health guidance



+

Screening Best Practices

• Screen all employees

• Have temperature screening conducted by a qualified medical professional

• Use an infrared digital thermometer

• Conduct screening before                                                                    

employees enter the worksite                                                                          and in a private 

area

• Keep results confidential.

• Consider wage and hour issues.
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Policy Review

• Attendance;

• Vacation/Paid Time Off;

• Remote work;

• Work hours, including start/stop time, breaks, lunch times, flexible hours, and staggered work 

hours;

• Timekeeping including clock in/out procedures;

• Leave policies including sick leave;

• Travel policies including business and personal travel; and

• Information technology and usage.
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Looking Ahead

• Develop a reopening plan and make sure to update it as processes and government orders 

and guidelines are updated

• Monitor EEOC, OSHA and CDC websites for new guidance

• Update COVID-19 related policies, such as paid leave, travel policies, social distancing 

requirements and other safety-related policies

• Educate employees on return to work expectations before they return to work

• Address requests for accommodation (including work from home), additional leave and paid 

leave 

• Communicate, communicate and communicate again
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How XpertHR Can Help

• Coronavirus (COVID-19) Temperature 

Screenings Notice Letter

• Temperature Screenings Front Door Notice

• COVID-19 Stay-at-Home Orders and 

Reopening Plans by State

• Coronavirus (COVID-19) Return-to-Work 

Checklist

• Coronavirus (COVID-19) Return-to-Work 

Welcome Letter

• Coronavirus (COVID-19) Pandemic Return 

From Furlough Letter

• Coronavirus (COVID-19): Benefits > Return 

to Work

• Coronavirus (COVID-19): Furloughs and 

Temporary Layoffs > Return to Work

• Coronavirus (COVID-19): Anticipating and 

Addressing Employees' Return-to-Work 

Concerns Post-Pandemic

• Coronavirus (COVID-19): Health and 

Safety > Employee Screening and Return 

to Work

• Podcast: What Will Post-Pandemic 

Workplaces Look Like?

• COVID-19 Self-Certification Prior to Shift 

Form

• Self-Certification to Return to Work After 

COVID-19 Symptoms/Exposure Form

https://www.xperthr.com/policies-and-documents/coronavirus-covid-19-temperature-screenings-notice-letter/45388/
https://www.xperthr.com/policies-and-documents/temperature-screenings-front-door-notice/45389/
https://www.xperthr.com/fifty-state-charts/covid-19-stay-at-home-orders-and-reopening-plans-by-state/45387/
https://www.xperthr.com/policies-and-documents/coronavirus-covid-19-return-to-work-checklist/45386/
https://www.xperthr.com/policies-and-documents/coronavirus-covid-19-return-to-work-welcome-letter/45382/
https://www.xperthr.com/policies-and-documents/coronavirus-covid-19-pandemic-return-from-furlough-letter/45364/
https://www.xperthr.com/editors-choice/coronavirus-covid-19-benefits/44215/#return-to-work
https://www.xperthr.com/editors-choice/coronavirus-covid-19-furloughs-and-temporary-layoffs/44216/#return-to-work
https://www.xperthr.com/editors-choice/coronavirus-covid-19-anticipating-and-addressing-employees-return-to-work-concerns-post-pandemic/45358/
https://www.xperthr.com/editors-choice/coronavirus-covid-19-health-and-safety/44321/#employee-screening-and-return-to-work
https://www.xperthr.com/hr-podcasts-and-webinars/podcast-what-will-post-pandemic-workplaces-look-like/44344/
https://www.xperthr.com/policies-and-documents/covid-19-self-certification-prior-to-shift-form/44329/
https://www.xperthr.com/policies-and-documents/self-certification-to-return-to-work-after-covid-19-symptomsexposure-form/44330/
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