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Reopening Policy Template 
 
In order to reopen safely, [ORG] has created the following policy to guide employees as they 
reenter the workplace. We will take our guidance from the Dane County Public Health’s 
Forward Dane policy, relying on the metrics provided weekly to moderate the degree to which 
we remain open. 
 
Forward Dane’s Phased Reopening Plan as Directive 
As an [OFFICE] conducting [essential] business, we elect to use the guidance provided to 
nonessential businesses whenever possible to reduce the risk of COVID-19 transmission.  
 
OR: As an [OFFICE] conducting [nonessential] business, we acknowledge these guidelines for 
the corresponding Phase that Dane County reports in its metrics: 
 

Phase I: Open at 25% capacity 
Phase II: Open at 50% capacity 
Phase III: Open at normal capacity 

 
Our [Executive Director/Office Administrator] is charged with monitoring any movements from 
one Phase to another (forward or backward). When there is a change, Employees will be notified 
by email within one day of the release of the new metrics from the Dane County Public Health.  
 
Phased work assignments: To maintain proper social distancing, employees will be assigned 
days to report to the workplace (“workplace assignments”) to maintain the appropriate capacity. 
These workplace assignments will be provided by the [Office Administrator] for Phases I and II. 
When a change is reported from the Forward Dane metrics, the Office Administrator will include 
a copy of the workplace assignments in place for the new Phase with the notification email. 
 
Keeping Our Workplace Safe from COVID-19 
The people entering our workplace will stay safest from transmission of COVID-19 if we follow 
guidelines recommended by public health experts. While abiding by these policies will not 
guarantee the spread of COVID-19 in our workplace, it will greatly diminish it. 
 
1.Employees must stay home if they are experiencing a fever or any illness symptoms. To 
this end, please take your temperature each morning before you leave for work. Additionally, 
reflect on how you are feeling physically. 
To encourage safety, ORG will increase the amount of sick leave granted each employee by .5 
each month. 
 
When you are/may be sick. If you register a temperature of greater than 100.4 or you are 
experiencing any symptoms of illness, stay home and follow our policies for sick leave.  

(a) If you are able to work from home, i.e., telework is possible and you are well enough 
to work, follow this course.  

(b) If you cannot work from home, please use your sick leave and/or inquire on using 
FFCRA or other possible leave as appropriate. 

https://publichealthmdc.com/coronavirus/forward-dane
https://publichealthmdc.com/coronavirus/forward-dane
https://publichealthmdc.com/coronavirus/data%23Snapshot
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You may return to the workplace when your fever and your illness symptoms abate for at least 
24 hours and/or you receive a negative COVID-19 test. 
 
2.Engage in Safe Practices at the Workplace.  
Social Distancing. All persons in our workplace must maintain six feet (6’) of distance from 
others whenever possible. 
 
Masks. When maintaining six feet distance from others is not possible, all persons must wear 
masks. [ORG] will provide masks for all Employees who need them. Masks will be distributed 
by the [Office Administrator.] 
 
Gloves. ORG will provide latex gloves to be used when touching shared equipment (see below). 
 
Assigned Personal Spaces. No one but the employee assigned to a separate office may enter an 
assigned office. For employees that share office space, your assigned personal space is indicated 
by the taped section that includes your desk and/or you have been assigned a personal space in 
the conference room, that will keep you six feet from others at all times. 
 
Shared Work Spaces & Equipment. Practice social distancing in shared work spaces and wear a 
mask when this is not possible.  
To further limit exposure, do not share small office equipment (such as pens, staplers, and file 
folders). Tell the [Office Administrator] if you need additional supplies. 
For office equipment that must be shared (e.g., copiers, refrigerators, etc.), use gloves when 
touching each shared space OR wipe down each shared space after making contact, and wash 
your hands per guidance (below). Limit contact as possible. 
Do not eat or drink in shared work spaces. 
 
3.Personal Hygiene and Regular Sanitation at Workplace. 
Personal Hygiene 
• Wash Hands Regularly. All persons in our workplace must regularly wash hands with soap 

and water for at least 20 seconds. Our sink is located in the kitchen and shared bathroom. 
Please repeat anytime you have touched a shared work space and/or equipment, used the 
restroom, finished eating, have sneezed or coughed into your hand, have touched your face, 
and as you find necessary. 

• Hand Sanitizer. When it is not possible to wash your hands, please use hand sanitizer. 
• Covering Coughs and Sneezes. Cover your coughs or sneezes into your elbow or with a 

tissue. 
 
Regular Sanitation at Workplace. Each employee is charged with cleaning their own Assigned 
Personal Space and equipment. The [Office Administrator] will assign a schedule of regular 
sanitation of shared surfaces and equipment. This will include regular sanitation of high-touch 
objects like doorknobs, light switches, sinks and countertops multiple times each day. 
Additionally, shared office equipment will be sanitized after each touch including phones, 
copiers, kitchen surfaces, and work baskets by the person after using the item. Sanitation wipes 
are available in the kitchen. 
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4. What to do if an employee contracts COVID-19 
Alert your supervisor if you suspect you have COVID-19 or have tested positive for COVID-19. 
Suspicion of COVID-19. The supervisor will advise the workforce to revert to quarantine at 
home upon learning of an employee suspects they have COVID-19. The office will temporarily 
close. 
 
Confirmation of COVID-19. The supervisor will advise the workforce to receive a COVID-19 
test if exposed to a person who tests positive for COVID-19, and self-quarantine. The office will 
temporarily close. The [Executive Director] will alert the Public Health of Madison and Dane 
County of the positive case in relationship to the office and cooperate with the advice given for 
cleaning and disinfecting the workplace and sharing information. If it appears that there has been 
a spread of COVID-19 from the workplace, the [Executive Director] will report the workplace 
infection to OSHA as required. 
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Receipt and Acknowledgment: 
I have received a copy of the ORG’s Reopening Policy dated [May 27, 2020] and familiarized 
myself with its contents. 
 
I certify that I have reviewed, understand, and acknowledge the policies (by initializing) of ORG 
including the following: 
 
 ___ Remaining at home when experiencing fever or illness symptoms 
  
 ___ Practicing Social Distancing when possible, Wearing a mask when not 
 
 ___ Practicing Prescribed Hygiene and Sanitizing as Assigned 
 
 ___ Reporting a suspicion or confirmed case of COVID-19  
 
I recognize that despite the best efforts of ORG and its employees to implement and practice the 
Reopening Policies, entering any building at this time involves a risk of exposure to COVID-19. 
 
I received training on these policies on     , 2020. 
 
Signed: 
 
 
 
/s/ employee 
Date: 
 
 
	


