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Reopening Workplace Checklist 
 

 
I. Consider Elements Needed for Plan to Protect Employees in Workplace 

a. Identify employees that are at higher risk (older and medically vulnerable) or live 
with those at higher risk and create modifications to rejoining office such as  

i. Shelter in place through early phases of return (telework if possible) 
ii. Create greater isolation for higher risk employees upon return 

b. Identify employees who will struggle with family care and create modifications to 
rejoin office primarily those with young children 

i. Review FFCRA leave if available 
ii. Create flexibility in work hours, telework, etc. 

iii. PUA may be available for employees that cannot work because they are 
the primary caregiver for child unable to attend school or childcare closed 
due to COVID-19 

c. Include policies that protect all employees using: 
i. Telework/Flexibility/Limited Travel 

ii. Social Distancing Practices at workplace 
1. Ensure people are 6’ apart whenever possible  
2. Create barriers as needed 
3. Separate staff through multi-use areas or staggered schedules 

iii. All employees stay home when experiencing a fever or any illness 
symptoms 

1. Request temperature taking as recommended for workplace 
2. Create flexible sick leave policies 
3. Create culture in which employees can stay at home when sick 

without fear of reprisal or loss of income 
iv. Provide PPE as appropriate to workplace and public health metrics 

1. Masks when unable to maintain at least 6’ of distance from others 
2. Gloves 

v. Advise good hygiene and provide materials (sink, hand sanitizer, etc.)—
Provide training and signage. 

1. Washing hands with soap and water for at least 20 seconds 
2. Covering coughs and sneezes with a tissue or into an elbow  

vi. Schedule and assign regular sanitation of shared surfaces and equipment 
1. Clean high-touch objects like doorknobs, remotes, cell phones, and 

light switches multiple times a day 
2. Frequently wipe down shared equipment such as workspaces, 

office equipment, such as phones, copiers, kitchen surfaces, credit 
card machines, carts, baskets, etc. 

3. Train assigned employees on how to property sanitize these 
surfaces. 

II. Create Policies 
a. Use Plan from §II in writing 
b. Describe how to isolate newly ill persons 
c. Create policy of response to an employee testing positive for COVID-19 
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i. Communicate to all employees 
ii. Shut down workplace temporarily 

iii. Protocol to clean and disinfect workplace 
iv. Work with local public health officials 
v. Report to OSHA if appropriate 

 
III. Inform and Educate 

a. Post signage at entrance of expectations upon entry: Signage available CDC 
i. Require masks in any common areas 

ii. Require social distancing at workplace 
iii. Bar entry to anyone experiencing illness symptoms 
iv. Bar any non-employees from entrance 

b. Create a system to regularly update employees of changes to policy 
i. Dialing up or down in response to government guidelines followed; and 

ii. Modifications to Policy 
c. Educate employees on policies 

i. Create written policy 
ii. Review policy 

iii. Provide training 
iv. Have point person for questions re: policy 
v. Document staff receipt, acknowledgement, or training on policies 

 
SIGNS and NOTICES 
 

A. Outside of Entrance: 
For Employees & Volunteers 
Advising employees to stay home and not enter workplace if feeling unwell. 
https://www.cdc.gov/coronavirus/2019-ncov/downloads/StayHomeFromWork.pdf 
 

B. For Visitors/Guests, Customers/Clients, Contractors, and Others 
Don’t enter if feeling unwell/exposure 
file:///Users/sarahkissel/Downloads/_ResourcesAndTools_tools-and-
samples_Documents_WarningPoster.pdf 

 
Policies for Workplace 

Mask, social distancing, cover cough, etc. (use one of inside posters below) 
 

Disclosure of risk/acceptance upon entry 
“Before entering, please know that despite our best efforts to implement and practice the 
precautions listed above (1) & (2), entering any building involves a risk of exposure to 
COVID-19.” 
 

C. Inside of Workplace: 
How to Protect Yourself and Others: 
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/prevention-H.pdf 
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And/or 
 
Stop the Spread of Germs 
https://www.cdc.gov/coronavirus/2019-ncov/downloads/stop-the-spread-of-germs-11x17-en.pdf 
 
Near sink: Proper hand washing instructions 
https://www.cdc.gov/handwashing/pdf/wash-your-hands-poster-english-508.pdf 


