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As we begin to enter the early planning stages of returning employees to the workplace, there are 

several steps companies can take now to prepare for what is likely to be a confusing process. 

Forthcoming state and federal guidelines will dictate actions designed to prevent the second wave of 

coronavirus and employers will face many decisions regarding who, when, and how employees will 

return to work. 

What can I do today? 

All companies should currently be preparing a return to work plan that addresses the following: 

• Office safety guidelines that will be in place on day one 

• Updated work from home policies 

• Updated family leave policies 

Office Safety Guidelines 

Companies may want to consider a phased approach to office occupancy and establish work groups that 

will rotate, thus reducing the office density on any given day. Mandated distancing and testing 

guidelines may ultimately determine the maximum number of occupants, however initially employers 

may want to consider a very small core group that will prep the office and promote the new guidelines. 

Testing of some sort will inevitably be required, and companies will want to consider creating a protocol 

such as temperature checks or other expanded testing when kits become available. You may want to 

consider creating a “safe room” where confidential testing occurs as a part of a daily check-in routine.   

Other day one preparations may include density guidelines, office traffic pattern considerations, 

distancing guidelines, communal gathering space guidelines including conference and huddle spaces, 

working cafes, scrum spaces and other. As the limits and duration of these guidelines may quickly 

change many times over in the near term, any physical modifications should be considered short term 

and updated on a regular basis. Limit capital expense to your physical space. Consider inexpensive 

options such as using colored tape to mark floor traffic routes and areas around worker spaces. Utilize 

printer templates for temporary graphics that will reinforce distancing guidelines in a positive manner. 

These measures are going to change quickly over time as developments in virus inoculation and heath 

safety allow more migration to the workplace.     

Updated Work from Home Policies 

Prior to the virus, many employees may have previously worked from home, while for others this has 

been a first-time event. Some may view working from home as a positive, while others can’t wait to be 

back at the office. Companies will need to re-evaluate policies in light of worker safety and potential 

liabilities associated with bringing people back. Zoom, Skype, and other productivity tools have become 

accepted alternatives to face to face meetings These tools have ancillary benefits including reduced 

commute time, and travel expenses, enhanced employee well-being and better for the environment. 

The office as we know it is going to become an entirely different institution in the future as companies 

examine essential operations and determine the most results-oriented structure.  



 

AV technology should be increasingly leveraged in communicating upcoming changes to employees.  

Regular video communications, such a short video clips, podcasts, online Q & A sessions are an effective 

method of assuring direction, humanizing the toll of the pandemic, and informing employees of 

upcoming changes.    

Updated Family Leave Policies 

This topic will be crucial in conjunction with the telecommuting policy in ensuring workers have a safety 

net in the wake of this devastating virus. The emotional toll will be different for everyone. Many people 

may now have additional family responsibilities. School re-openings will largely determine day to day 

work schedules for many. Many will feel apprehension concerning public transportation commutes. 

These are very difficult topics in light of the financial hit that many companies are taking during these 

unprecedented times, however now is the time to begin planning for the future as we emerge into the 

new realities of the post peak world. 
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