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a. Determine who has legal and decision-making authority to reopen of�ces and who 
should be consulted.

b. Have all the pros and cons of reopening been fully evaluated? Clearly identify the 
objective of reopening.

c. Identify the risks (safety, HR and legal) of reopening prematurely.

d. List the business functions that are essential to be performed in the of�ce.

e. Determine if a partial opening is a prudent solution.

f. Consult with insurer and/or upgrade existing liability insurance policies.

1. BEFORE THE DECISION IS MADE TO REOPEN YOUR OFFICE

a. Consult with your legal counsel.

b. For multi-of�ce businesses, identify which facilities to open.

2. DETERMINE WHICH SHELTER-IN-PLACE LAW AND ORDERS APPLY

a. Once identi�ed, develop a phased-in reopening plan for employees.

b. Employees who have ability to work remotely remain remote.

3. IDENTIFY WHO RETURNS TO OFFICE AND WHEN

4. WORKPLACE POLICIES AND PROCEDURES

a. Develop procedures for employees to certify their health prior to the start of each day 
utilizing CDC guidelines. Article with guidance from Littler.

 i. Consider conducting temperature checks or more comprehensive testing of   
employees prior to return, ideally daily. Reference Article with guidance from Littler

 ii. Identify the person responsible for managing this procedure.

 iii. Adopt standard forms and protocols for testing and/or sign-in logs.

 iv. Establish protocols for maintaining con�dentiality of records. See attached Littler 
article on testing and recordkeeping

b. Post signage to prohibit unauthorized visitors to enter of�ces.

c. Establish of�ce cleaning and decontamination procedures and share them with company 
employees.

https://www.littler.com/publication-press/publication/next-normal-littler-insight-returning-work-privacy-and-data-security
https://www.littler.com/publication-press/publication/wont-hurt-bit-employee-temperature-and-health-screenings-list
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a. Thoroughly inspect of�ce for any damage or issues caused by vacancy including 
mechanical, air and water systems for health and safety purposes.

b. Clean and prepare of�ce for startup.

c. Assess new supply needs and explore options for sourcing additional supplies required 
for chapter operations.

d. Create a plan for how you will source and distribute cleaning products and PPE.

 i. Establish a protocol to monitor this on a frequent basis.

e. In multi-tenant situations, obtain clarity on what other tenant customer screening 
procedures are.

h. Post new signage requirements relating to:

 i. Hand washing.

 ii. Sanitization.

 iii. Labor law noti�cation.

1. Reference USDOL Families First Coronavirus Response Act

 iv. Occupancy metering notice, if applicable.

 v. Social distancing instruction notice.

i. Adjust of�ce hours of operation, if necessary, to support social distancing efforts.

j. Log visitors to the of�ce to track potential exposure.

k. Follow CDC, state and local guidelines regarding employees and visitors wearing 
approved facial coverings, gloves, and personal protective equipment.

i. Offer face masks and/or PPE to visitors who enter the of�ce without any if required.

ii. Determine whether employees will be permitted to use their own face masks and PPE.

iii. Designate receptacles for discarded face masks and PPE.

5. FACILITIES

d. Establish a "No Congregation" policy that states that individuals must implement social 
distancing by maintaining a minimum distance of six feet from other individuals.

e. Establish a refusal to report to the of�ce and request for accommodations policy. 
Reference Guidance from Littler

f. Establish a protocol for monitoring of�ce occupancy (metering) in compliance with any 
applicable laws.

g. If applicable, establish procedure for use of elevators to avoid crowding.

https://www.littler.com/publication-press/publication/next-normal-littler-insight-returning-work-handling-concerns-about
https://www.dol.gov/sites/dolgov/files/WHD/posters/FFCRA_Poster_WH1422_Non-Federal.pdf
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a. Train employees on policies created in response to COVID-19 pandemic.

b. Provide guidance on how to monitor personal health and body temperature at home, 
and whether to report.

c. Provide guidance on how to properly wear, remove and dispose of face masks and PPE.

d. Provide guidance on how to launder cloth face masks.

e. Establish a cleaning protocol, including how to use cleaning supplies safely and 
effectively.

f. Establish a protocol for greeting and interacting with visitors in the of�ce.

6. EMPLOYEE TRAINING

1. Develop a cleaning and sanitization plan. If contracting with a cleaning service, verify 
the following:

 i. Obtain cleaning products that are on the EPA’s List N: Disinfectants for Use 
Against SARS-CoV-2?

 ii. Cleaning “kits” including disinfectant wipes or sprays, disposable gloves, paper 
towels, masks, hand sanitizer and other cleaning supplies are readily accessible throughout 
of�ce.

 iii. EPA’s proper cleaning techniques notice is posted.

 iv. Implement a cleaning regime that targets frequently touched surfaces and 
spaces.

  1. Door and drawer handles.

  2. Light and other power switches (consider signage to keep lights on at all 
times or utilize existing motion sensor capabilities).

  3. Shared computers and equipment.

  4. Chairs and tables.

  5. Vending machines.

  6. Refrigerators, microwave and other frequently touched objects and 
surfaces in employee breakroom.

  7. Time clocks.

 v. Restrooms (consider temporarily closing restrooms to the public, if possible)

  1. Door handles and �ush levers.

  2. Sinks and faucets.

  3. Provide Paper towels for hand drying; Discontinue use of hand dryers if 
applicable.

  4. Toilet bowl and toilet paper holder.

  5. Diaper-changing stations.

https://www.epa.gov/pesticide-registration/list-n-disinfectants-use-against-sars-cov-2
https://www.epa.gov/sites/production/files/2020-04/documents/disinfectants-onepager.pdf
GeneralManager
Highlight

GeneralManager
Highlight



CHECKLIST   IN   PREPARATION   OF
RE-OPENING YOUR   BUSINESS

PAGE 4

7. LIABILITY INSURANCE

 a. Determine if commercial general liability insurance is needed to cover against 
claims by customers, visitors, and other nonemployees.

  i. Identify coverage limitations and exclusions in existing policies.

 b. Determine if your company has coverage for employees alleging discrimination 
against protected classes as a result of human resources policies implemented in response 
to the COVID-19 outbreak.

8. PAID SICK LEAVE

 a. Familiarize employees with new leave expansions:

  i. Federal expanded sick pay.

  ii. Federal paid childcare leave.

  iii. State and local leave expansions, if applicable.

  iv. Consider potential discrimination claims.

9. EXPOSURE CONTROL PLAN

 a. Develop an exposure control plan for the of�ce that includes protocols for:

  i. Removing an employee or visitor showing symptoms of infection.

 ii. Instituting contract tracing.

 iii. Cleaning the of�ce.

 iv. Record keeping.

 v. Reporting to health agencies, if required.

 vi. Responding to complaints.

 vii. Dealing with “perceived positives” (as opposed to con�rmed diagnosis)

 viii. Reporting to OSHA.




