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DEVELOPING YOUR RTO (RETURN-TO-OFFICE) CHECKLIST 
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REVIEW OF THE SLIDE DECK (Toggle to the Presentation Layer for notes)
 First Things First
 Physical distancing happens at three levels
 Preparing the Building/Office
 Technology & Security
 Ordering Supplies
 Preparing the Workforce
 Controlling Access
 The 6-Feet Office
 Creating a Social Distancing Plan
 Reducing Touch Points and Increasing Cleaning
 Communicating Effectively
 Travel
 Longer Term Challenges (Future Focus)
 Resources

Presenter
Presentation Notes
This is a summary of issues to consider when you are building your Return-to-Office (RTO) Checklist.  

It is not exhaustive, more a compilation of things we’ve had contact with.

Not everything applies to all situations, pick and choose what works for you.  �
Let us know if there is anything else we can help with.



ROUND ROBIN QUESTION
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What is the top issue you foresee as you contemplate reopening offices?

• Social Distancing in the office
• Social Distancing on elevators
• Cleaning/disinfecting
• Users not wanting to return yet
• Prioritizing who returns in what order
• Equipment (that may have been removed)
• Other _________________



FIRST THINGS FIRST
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• VUCA world – volatile, uncertain, complex, and ambiguous

• It will not be back to operating as usual

• This will be slow, won’t happen all in one day

• It’s all about Risk Management - Follow the Leader

Presenter
Presentation Notes
VUCA stands for volatility, uncertainty, complexity, and ambiguity. It describes the situation of constant, unpredictable change that is now the norm in certain industries and areas of the business world. VUCA demands that you avoid traditional, outdated approaches to management and leadership, and day-to-day working.

Get as much info a you can, analyze how it fits for your firm, make science-based decisions, adjust as new info comes in
This may not be the time to be a trend-setter: Follow-the-Leader
Your people will need to feel you are doing everything possible to make the workplace physically safe for them.
You will be criticized whatever you do.  
Wait to long, economic impact
Go too soon or too fast, and someone gets sick…
Accept mistakes and make course corrections
Contingency Plans for possibility of re-emergence of COVID-19
Chief COVID Officer, responsible for ensuring public safety and health guidelines are implemented and followed?




PHYSICAL DISTANCING HAPPENS AT THREE LEVELS
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Presenter
Presentation Notes
Level 1 – Stay at Home
People are staying at home with limited exceptions
Widespread suppression is required to stem exponential disease transmission
Healthcare capacity still limited
Testing and monitoring capacity is still being built

Level 2 - Safer at Home 
The goal of the Safer-at-Home phase is to maintain 60-65% physical distancing. This means:
Vulnerable populations and older adults must stay home unless absolutely necessary. 
No group gatherings of more than 10 people. 
Critical businesses remain open with strict precautions (social distancing, masks for all employees, more frequent cleanings, etc.)
Retail businesses open for curbside delivery and phased-in public opening with strict precautions.
Nightclubs, gyms and spas remain closed. 
Elective medical and dental procedures begin, with strict precautions to ensure adequate personal protective equipment and the ability to meet critical care needs. 
Personal services (salons, tattoo parlors, dog grooming, personal training, etc.) open with strict precautions. 
K-12 schools and postsecondary institutions continue to suspend normal in-person instruction
The Safer-at-Home phase is not:
A free-for-all
An opportunity to leave the house as much as possible and spread the virus to others
An excuse to not wear a facial covering, or begin giving hugs or handshakes 
Going to the mountains to spend the weekend 
Conducting unnecessary travel
Having parties or get togethers
Playing in pick up sports games 

Level 3 – Protect Our Neighbors
it’s safer for people to socialize more normally while taking significant precautions
Strong protections for vulnerable people are still needed
Testing and monitoring capacity working at scale
Healthcare capacity is robust.



PREPARING THE BUILDING/OFFICE
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• LOCALE
 Regional/state/county/local are driving the timeline
Different for different areas
Affects each office differently

Presenter
Presentation Notes
So much is dependent on what the various levels of government announce, and how to manage when those conflict.

Coordinating the needs in the different office locale’s is going to be a challenge.  

We’ve listed some of the government agency links on the resources page.



PREPARING THE BUILDING/OFFICE
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• BUILDING
 Building Management Responsibilities
 Building Lobbies - Congestion
 Security / Check-in
 Elevator Use Requirements
 Building Cleaning

Presenter
Presentation Notes
Work with the building management on their plans, expectations, where there is overlap in who is responsible for what.

CBRE suggests four guiding principles to steer clients in both their strategic and tactical recovery efforts: Safety, Compliance, Collaboration, and Agility (see full CBRE Report – “REOPENING
THE WORLD’S WORKPLACES COVID 19 CORPORATE REAL ESTATE & FACILITIES EXECUTIVE PLAYBOOK” attached). 



PREPARING THE BUILDING/OFFICE
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• OFFICE
 Main Goal - minimize entry and transmission of the virus in your workplace
 Review EVERYTHING
 Air flow
 Office layout
 Touch points 
 Office Reception Areas
 Meeting Rooms
 Office Sharing / Open Areas / Hallways
 Kitchen Areas, Restrooms

Presenter
Presentation Notes

REVIEW EVERYTHING – walk physically or virtually through the entire space

Ice Machines and other creature comforts – little things that we take for granted, may become big decisions
Redesign your work environment to minimize the entry of and the transmission of the virus in your workplace
Review and upgrade air flow, air filters, and related issues.
Review and reconfigure office cubicles, seating, or install barriers to allow for 6-15 foot physical distance
Review all touch points – light switches, door handles, speaker phones, 
Office Reception Areas – Plexiglass, Directional Signage
Meeting Rooms – capacity limits, furniture 
Office Sharing / Open Areas / Hallways
Kitchen Areas – can you shut them down or define the ways people are allowed to use them
Restrooms
Additional Hand Sanitizer locations throughout
Enhanced Cleaning




CHECKLIST OF AREAS TO CONSIDER
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TECHNOLOGY AND SECURITY
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• Equipment Pool Inventory and Access
• Technology Staff Rotation
• Protocols for going desk-side for support
• Adjustments to strategic technology plans based on more WFH
• Backlog of Tech Projects
• Review manual processes 
• Review training and help desk processes/plans
• Review Security and BYOD policies
• Update Business Continuity Plans, Continency of Reemergence of COVID

Presenter
Presentation Notes
With RTO to some degree, what’s important related to technology and Security

Equipment Pool Inventory and Access
Cleaning/handling equipment returning from WFH to WFO (work from office)
Technology Staff Rotation
Minimize risk of tech staff infecting each other
Protocols for going desk-side for support – distancing, PPE, etc.
Adjustments to strategic technology plans based on more WFH
Reduce Infrastructure
Tools like InTune and others that are not dependent on infrastructure
Improve Remote Access options
Telephone system
Backlog of Tech Projects
Review manual processes – eliminate, simplify, automate
Review training and help desk processes/plans
Review Security and BYOD policies




SUPPLIES – ORDER NOW!
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Intivity.com – masks, gloves, disinfectants
GetGarveys.com – masks, gloves, disinfectants
Premier Supplies – masks, gloves, disinfectants
Joolamedical.com – face masks
Geosyntec.com – air quality consultants, HVAC, filters, etc.



PREPARING THE WORKFORCE
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• RTO vs WFH
• Attendance Guidelines
• Transportation
• HR, Sick leave and Insurance Policies
• Input from workforce to determine concerns, needs and 

expectations
• Mental health and psychosocial aspects / support
• Childcare Barriers
• Furloughed staff plans

Presenter
Presentation Notes
Identify employees who are required to Return–to-Office (RTO), vs. Who will be allowed to continue Work-From-Home (WFH)
Establish Guidelines for WFH long term
Establish Attendance Guidelines
Staff with High risk factors (Asthma etc.)
Split Days / Hours
Rolling Start and Stop Times
Use of PPE, firm-supplied?
Handling of non-compliance
Transportation
Evaluate and update HR, Sick leave and Insurance Policies, Sign and Acknowledge Firm policies on preventing the spread 
Add Guidelines for symptomatic employees
Publicize info about availability of vaccines (once available)
Input from workforce to determine concerns, needs and expectations
Prepare to address mental health and psychosocial aspects / support
Childcare Barriers
Furloughed staff plans




CONTROLLING ACCESS
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• Staff
 Daily Testing
 Reporting
 Split Days, Hours, Teams

• Vendors/Suppliers
 Pre-testing
 Protocols for working in the office

• Clients
 Pre-testing
 Limit Number
 Masks

Presenter
Presentation Notes
Staff
Daily Testing?
procedures for reporting and dealing with viral symptoms noticed by employees at work
Team A are essential folks in the office everyday, Team B and Team C are a mix of attorneys and admin and will rotate working in the office by week (one team in the office and one team remote work)

Vendors
Any pre-testing
Disclaimers

Clients
Any pre-testing?
How many at once?
Masks – do you provide?




THE 6-FEET OFFICE
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Presenter
Presentation Notes
THE 6 FEET OFFICE CONCEPT CONSISTS OF SIX ELEMENTS:
1. 6 Feet Quick Scan: A concise but thorough analysis of the current working environment in the field of virus safety and any other opportunities for improvement.
2. 6 Feet Rules: A set of simple and clear workable agreements and rules of conduct that put the safety of everyone first.
3. 6 Feet Routing: A visually displayed and unique routing for each office, making traffic flows completely safe.
4. 6 Feet Workstation: An adapted and fully equipped workplace at which the user can work safely.
5. 6 Feet Facility: A trained employee who advises on and operationally ensures an optimally functioning and safe facility environment.
6. 6 Feet Certificate: A certificate stating that measures have been taken to implement a virus-safe working environment.




CREATING A SOCIAL DISTANCING PLAN
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SOCIAL DISTANCING GUIDELINES AT WORK
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REDUCING TOUCH POINTS AND INCREASING CLEANING
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• open doors
• clean desk policy
• food plan
• cleaning common areas
• hand sanitizer & wipes/garbage cans near copiers, doors, 

elevators, etc.



COMMUNICATING EFFECTIVELY

Olenick & Associates Proprietary and Confidential 19

• Transparent Communications
• Alert Notifications
• Signage
• Deal with Employee Fears & Safety
• Cross-training 
• Publicize info from government agencies
• Publicize info about vaccines once available

Presenter
Presentation Notes
Recognize the fear in returning to office, communicate transparently, listen and survey regularly
Alert Notification systems to communicate policies, plans, decisions and news updates
Posters, social media etc. to encourage maximum risk prevention
Communicate to alleviate Employee Fears & Safety
More cross-training for things that need to be done in the office
Publicize info about vaccines once available




TRAVEL
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• Guidelines on employees to visit clients or other law firms 
locally

• Summer/Holiday Travel Guidelines – restrictions to Hot Spots?

• Self-isolation and WFH following travel?



LONGER TERM CHALLENGES (FUTURE FOCUS)
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RESOURCES
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• CDC Guidelines for Businesses & Employers to Plan & Respond to COVID-19

• CDC Communication Resources

• OSHA – COVID-19

• Illinois Department of Public Health

• State of Illinois Coronavirus Response

• COVID-19 Resource Page – International Legal Technology Association (ILTA)

• When and How to Reopen After COVID-19, Resolve to Save Lives (Vital Strategies)

• Pandemic Preparedness in the Workplace and the Americans with Disabilities Act

• Resilience in the Midst of the COVID-19 Crisis - RB Consulting

• When Crisis Calls: How Leaders Are Responding to COVID-19 – The Tilt Institute

• Recovery Readiness, - Cushman & Wakefield

• Privacy and Data Security Implications of Employee Screening – Littler

• Getting Back to Work: Preparations and Considerations for Employers- Kelley Drye

• COVID-19 Recovery Playbook – LawVision

• Lets Stop Asking When Are We Going Back to the Office - Dentons

• How to prevent your Zoom meetings being Zoom-bombed (gate-crashed) by trolls

https://www.cdc.gov/coronavirus/2019-ncov/community/organizations/businesses-employers.html
https://www.cdc.gov/coronavirus/2019-ncov/communication/print-resources.html?Sort=Date%3A%3Adesc
https://www.osha.gov/SLTC/covid-19/
http://www.dph.illinois.gov/content/covid-19-updates-0
https://coronavirus.illinois.gov/s/
https://www.iltanet.org/resources/areas-of-knowledge/covid-19
https://preventepidemics.org/wp-content/uploads/2020/04/COV020_WhenHowLoosenFaucet_v4.pdf
https://www.eeoc.gov/laws/guidance/pandemic-preparedness-workplace-and-americans-disabilities-act
http://www.reneebranson.blog/
https://www.thetiltinstitute.com/tiltthink/2020/3/27/when-crisis-calls-how-lawyer-leaders-are-responding-to-covid-19
https://www.cushmanwakefield.com/en/insights/covid-19
https://www.littler.com/publication-press/publication/next-normal-littler-insight-returning-work-privacy-and-data-security
https://lawvision.com/client-resources/covid-19-recovery-playbook/
https://thehill.com/opinion/finance/494889-lets-stop-asking-when-are-we-going-back-to-the-office
https://www.zdnet.com/article/how-to-prevent-your-zoom-meetings-being-zoom-bombed-gate-crashed-by-trolls/


OLENICK CONTACT INFO
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• Scott Christensen, Vice President
 schristensen@Olenick.com
 312-296-2547

• TJ Johnson, Strategy Director
 tjjohnson@Olenick.com
 773-343-5193

mailto:schristensen@Olenick.com
mailto:tjjohnson@Olenick.com
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