
Workplace Reentry Essentials
A CHECKLIST FOR RETURNING TO THE WORKPLACE SAFELY, 

EFFECTIVELY AND COMPLIANTLY

This material is provided for informational use only and should not be construed as medical advice or used in place of consulting a licensed 
medical professional.  If you are in a life-threatening or emergency medical situation, please dial 9-1-1 and seek medical attention immediately. 
Links to various other websites from this site are provided for your convenience only and do not constitute or imply endorsement by Humana, 
Inc. or its subsidiaries of these sites, any products, views, or services described on these sites, or of any other material contained therein. 
Humana disclaims responsibility for their content and accuracy.  

This material is provided for informational use only and should not be construed as medical, legal, financial, or other professional advice or used 
in place of consulting a licensed professional. You should consult with an applicable licensed professional to determine what is right for you.
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Introduction

While the personal implications of COVID-19 are undeniable, the pandemic has also disrupted 
nearly every aspect of global business operations. Now, as many companies consider returning  
to their normal — or “new normal” — work routines, creating a clear and compliant workplace  
reentry plan is a necessity. Some employers may already have a pandemic plan in place, which 
may require updates to account for COVID-19. For others, building a plan from the ground up  
is unfamiliar territory.

To better protect your employees — along with vendors, customers and other community 
members — we’ve created Workplace Reentry Essentials. Based on recommendations from the 
CDC, OSHA, SBA and more, this is your go-to resource to help you overcome the challenges and 
uncertainties of our current circumstances. 

In this guide, you will find actionable, practical takeaways related to four key areas of your business:

    1. People     
    2. Processes     
    3. Communication and remote work      

4. Health considerations

As you go through each section, you will see useful checklists along with links to additional 
resources intended to make the transition back to work as safe as possible. We’re here to help 
you and your team stay safe and continue to succeed as we navigate COVID-19 together.

WORKPLACE REENTRY ESSENTIALS
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People
It’s no easy task to protect employees, vendors, customers and others who make up the fabric  
of your company. Having a concrete plan is the best way to keep people as informed and safe  
as possible. By using the checklist below as a starting point, you’ll be able to prepare employees 
and others to return to work with confidence.

Leadership (COVID-19 committee)
 Assign a COVID-19 committee with a defined leader who will facilitate your return-to-work 
plan and ensure compliance with the plan.

 Consider adding people to the committee with specialty areas that cover all aspects 
of your business, such as maintenance, cleaning services, HR and legal.

Employees
 Determine who is considered an essential worker and how they will return to work. 
Then identify non-essential workers and how they might return (or if they can wait 
to return by continuing to work at home). 

Actively encourage sick employees to stay home. 

Identify where and how workers might be exposed to COVID-19 at work. 

 Educate employees about how they can reduce the spread of COVID-19. (For example, 
share our social distancing tips found on page 5 of this guide.) 

Survey employees to get continuous feedback about your plan and how it’s working.

Vendors, customers and clients
 Survey vendors to understand if they are willing to abide by your company’s reentry plan 
and if vendors have particular guidelines that your team members need to be aware of 
when interacting with them.

 Survey customers and clients to identify where they are struggling and where your company 
can flex to fill in the gaps.

 Provide contactless pickup or delivery options. If anyone must visit your workplace, limit the 
number of people in one area, and define how you will direct foot traffic through the workplace.

People
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Processes
COVID-19 has undoubtedly impacted your company’s approach to many processes, including 
janitorial tasks and human resources practices. Because your company has unique policies already, 
the checklists below may not be a comprehensive guide. However, you can use them to kickstart 
ideas, explore more information and help you build appropriate processes for your company.

Safety protocols
Practice social distancing (see tips on page 5), and limit meetings or other gatherings.

 Provide visible resources that promote personal hygiene, such as tissues, no-touch trash 
receptacles, hand sanitizer and paper towels.

Post signs in restrooms reminding people to wash their hands thoroughly.

 Be sure to use proper PPE, such as cloth masks, to prevent the spread of COVID-19. 
(Learn how to make your own.)

 Always wash hands after touching common surfaces, such as door knobs, and after 
removing any PPE, if your workplace requires PPE.

Cleaning and disinfecting
 Determine which surfaces require regular cleaning with soap and water and which surfaces 
may need more frequent disinfecting. For instance, the CDC says, in most cases, “Outdoor 
areas generally require normal routine cleaning and do not require disinfection.” Similarly, 
areas that have been unoccupied for seven or more days likely only need routine cleaning, 
since “COVID-19 has not been shown to survive on surfaces longer than this time.”

 Always wear appropriate gloves and other PPE, both to protect from coronavirus and from 
the chemicals being used as disinfectants.

Clean all surfaces with soap and water first, before using disinfectant.

 Then, when you’re ready to disinfect frequently touched surfaces — such as door knobs, 
light switches, and desks — use a disinfectant from the EPA’s list.

 Because EPA-approved disinfectants may be in short supply, you can mix 1/3 cup of bleach 
added to 1 gallon of water. You can also use 70% alcohol solutions to disinfect.  
Warning: Do not mix bleach or other cleaning and disinfection products together.  
For more in-depth information, visit the CDC’s website on Cleaning and Disinfecting Your Facility.

WORKPLACE REENTRY ESSENTIALS
Processes

https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/diy-cloth-face-coverings.html
https://www.cdc.gov/coronavirus/2019-ncov/community/reopen-guidance.html
https://www.epa.gov/pesticide-registration/list-n-disinfectants-use-against-sars-cov-2
https://www.cdc.gov/coronavirus/2019-ncov/community/disinfecting-building-facility.html
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Processes
Child care, time off and flexible scheduling

 Ensure that appropriate child care options are in place, or provide information to employees 
about child care options. Remember, just because your company may be returning to work, 
that doesn’t mean all child care centers will be operating.

 Consider how you can adjust your time off or remote work policies  
(more on this in the “Communication and Remote Work” section of this document).

Allow employees to stay home, as needed, to care for sick family members.

Financial considerations
 Review any retirement or other employee benefit programs that may have been altered, 
and ensure employees are aware of any updates as they occur.

 Be sure to highlight any existing resources that provide financial information and options 
to employees.

Legal, ethical and privacy considerations
 Assign legal counsel to review all business decisions related to an infectious disease outbreak.

 Consult county, city, state and federal laws and regulations as you put together your 
reentry plan.

 Follow HIPAA and other data privacy laws to avoid privacy invasion and discrimination claims.

WORKPLACE REENTRY ESSENTIALS
Processes



5

10 tips for practicing  
effective social distancing

Ensure desks or workstations are at least 6 feet apart.
When possible, also make sure there is ample space for walkways.

Set up virtual meetings. 
It’s important to try to do this even when you’re in the same building with coworkers. If in-person 
meetings are unavoidable, maintain a safe distance between meeting attendees, and keep meeting 
duration short (15 minutes or less).

Keep conference rooms closed.
If that’s not possible, limit attendance in shared rooms to a number of people that still allows 
employees to remain 6 feet apart.

Remove extra chairs in common areas. 
Limiting seating in cafeterias or break rooms can help discourage people from congregating.

Limit the amount of people allowed in shared bathrooms.
Even if there are multiple stalls or toilets, be sure to hang up signs on bathroom doors to remind 
employees to maintain a safe distance from one another.

Bring your lunch. 
Eat at your desk whenever possible.

Cancel or reschedule events. 
These might include nonessential meetings, training sessions or group activities.

Add tape or markers on the ground in common areas.
Adding these visual signals may help encourage people to continue to stand a safe distance from 
one another.

Implement flexible or staggered work hours. 
Whenever possible, split your workforce into shifts to limit the amount of employees in the workplace 
at any given time.

Avoid sharing tools, workstations, utensils and other supplies with coworkers.
Keep all work materials in a drawer, locker or backpack. If possible, label them with your name.

Once your team returns to the workplace, things may start to seem more normal or natural again. 
But easing back into the swing of things doesn’t mean you should ease up on practicing safe social 
distancing. Communicate these tips with your team.

1.

2. 

3.

4. 

5.

6. 

7. 

8.

9. 

10.

WORKPLACE REENTRY ESSENTIALS
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Communication and remote work
Increased communication has been essential for every business during the early stages of the 
COVID-19 pandemic, and this will remain true after many employees return to work. Remote  
work may also continue to make sense for many employers and employees, even as some  
teams return to the office. 

Developing the right communication plan will be key — no matter where your employees are. 
Use the following checklist to help.

Communication
 Establish agreed-upon channels for different kinds of communication with your employees 
as some return to the office.

 Make sure that all your employees have access to the communication channels most 
relevant to their jobs and working environments. 

Provide timely updates about your return-to-work progress to all employees.

 Detail any and all new workplace safety policies and protocols related to health 
considerations, social distancing, sanitation, disinfection, etc.

Quiz employees on their knowledge of your new workplace safety policies and protocols.

 Develop a set of exposure-response communications to send to any impacted employees, 
customers or vendors.

 Develop a set of media communications on topics including return-to-work timelines, 
safety precautions and support for employees and customers.

Prepare to respond to the media in the case of any workplace exposures to COVID-19.

WORKPLACE REENTRY ESSENTIALS
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Remote work
To keep employees safe, allow remote work when possible.

 Help employees determine a schedule that allows them to be in the office when needed, 
and work from home otherwise.

Make short-term and long-term arrangements for telework, unique to each employee.

Update your technology systems to support long-term remote work arrangements. 

 Weigh the financial impact of allowing certain employees to work remotely 
on a permanent basis.

Develop clear policies detailing the type of work that can be done remotely.

Outline the procedures employees must follow to request remote work arrangements.

 Bring your information technology policies up to date to reflect any new hardware 
and software supporting remote work.

Communication and remote work

WORKPLACE REENTRY ESSENTIALS
Communication and remote work
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Health considerations
After your employees return to work, some may report feeling ill during the workday, while others 
may call in sick. To protect as many employees, customers and vendors as possible, it’s essential 
for employers to have a plan in place to determine whether employees have COVID-19. For most 
companies, the strongest first line of defense is to take temperatures.

The following checklist clarifies the correct procedures for different types of employees to help  
you establish guidelines for taking temperatures and administering any other health considerations.

Medical policies
 Develop a written policy for taking temperatures and any other health considerations, so  
employees understand the measures you are taking to protect them and what to expect.

Test the use of face masks to ensure they do not interfere with workflow.

 Collaborate with your human resources team to ensure HIPAA compliance and health 
information privacy protection.

 Uniformly apply policies for taking temperatures and any other health considerations to all 
employees. Disparate treatment of any protected class of employees should be prohibited.

 Use management personnel or third-party medical providers to administer temperature 
tests and any other health considerations.

Taking temperatures
A fever of 100.4 degrees or higher is a symptom of COVID-19.

 Measure employees’ body temperatures before they enter the workplace and at regular 
intervals throughout the day.

 To avoid large clusters of employees waiting for tests, stagger shift start times or set up 
multiple temperature screening locations.

Any record or log of temperatures should be considered confidential medical information.

WORKPLACE REENTRY ESSENTIALS
Health considerations



9

Health considerations
Returning furloughed & prospective employees

 These employees cannot be tested for COVID-19 until you have made a conditional offer 
of employment. 

 These employees can have their temperatures taken if they visit your company’s workplace 
for an interview. 

 If these employees have an elevated temperature or are exhibiting symptoms of COVID-19, 
you can delay their start date or cancel their conditional offer of employment.

Current employees
 Consider asking current employees if they are experiencing any COVID-19 symptoms 
at the beginning of each shift.

 Consider requiring employees to complete a COVID-19 questionnaire before they enter 
the workplace.

If an employee becomes sick during the day, send them home immediately.

 If an employee has a fever or showcases other symptoms, keep this information confidential.

 Treat any records employees submit concerning COVID-19 as confidential medical information.

WORKPLACE REENTRY ESSENTIALS
Health considerations



10

Sources
COVID-19 Business Recovery: Decision-Making Toolkit, Aon. https://www.aon.com/getmedia/fa48c655-2c97-438f-
a863-7414c8b67f60/COVID19-Business-Recovery-Decision-Making-Tool-Kit-2020-05-04.aspx

Guidance on Preparing Workplaces for COVID-19, Occupational Safety and Health Administration. 
https://www.osha.gov/Publications/OSHA3990.pdf

Interim Guidance for Businesses and Employers Responding to Coronavirus Disease 2019 (COVID-19), 
May 2020, Centers for Disease Control and Prevention.  
https://www.cdc.gov/coronavirus/2019-ncov/community/guidance-business-response.html

Use of Cloth Face Coverings to Help Slow the Spread of COVID-19, Centers for Disease Control and Prevention. 
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/diy-cloth-face-coverings.html

Reopening Guidance for Cleaning and Disinfecting Public Spaces, Workplaces, Businesses, Schools, 
and Homes, Centers for Disease Control and Prevention. 
https://www.cdc.gov/coronavirus/2019-ncov/community/reopen-guidance.html

List N: Disinfectants for Use Against SARS-CoV-2, United States Environmental Protection Agency. 
https://www.epa.gov/pesticide-registration/list-n-disinfectants-use-against-sars-cov-2

Cleaning and Disinfecting Your Facility, Centers for Disease Control and Prevention.  
https://www.cdc.gov/coronavirus/2019-ncov/community/disinfecting-building-facility.html

Implementing Safety Practices for Critical Infrastructure Workers Who May Have Had Exposure to a Person with 
Suspected or Confirmed COVID-19, Centers for Disease Control and Prevention. 
https://www.cdc.gov/coronavirus/2019-ncov/community/critical-workers/implementing-safety-practices.html

Social Distancing Guidelines at Work, Society for Human Resource Management.  
https://www.shrm.org/resourcesandtools/tools-and-samples/pages/social-distancing-guidelines.aspx

COVID-19 Back-to-Work Checklist, Society for Human Resource Management.  
https://www.shrm.org/resourcesandtools/tools-and-samples/hr-forms/pages/covid-19-back-to-work-checklist.aspx

Maintaining a Safe Workplace: Screening Employees as They Return to Work During a Pandemic, Holland & Knight.
https://www.hklaw.com/en/insights/publications/2020/05/maintaining-a-safe-workplace-screening-employees-
as-they-return
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Connect with us
For more information, resources and updates, 
visit Humana.com/employer/coronavirus.

This material is provided for informational use only and should not be construed as medical advice or used in place of consulting a licensed 
medical professional.  If you are in a life-threatening or emergency medical situation, please dial 9-1-1 and seek medical attention immediately. 
Links to various other websites from this site are provided for your convenience only and do not constitute or imply endorsement by Humana, 
Inc. or its subsidiaries of these sites, any products, views, or services described on these sites, or of any other material contained therein.  
Humana disclaims responsibility for their content and accuracy.  
This material is provided for informational use only and should not be construed as medical, legal, financial, or other professional advice or used 
in place of consulting a licensed professional. You should consult with an applicable licensed professional to determine what is right for you.
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