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Agenda
• Intro

− What has happened so far? What is to come?

• Conducting a Risk Assessment

• Re-hiring/Re-Activating Employees

• Bringing Remote Workers Back

• Maintaining Workplace Safety

• Q&A



COVID-19: Navigating Risk on the Way Back to Business

• Conducting a Risk Assessment

− Identifying the Hazards

− Who is at Risk?

− Assessing Risks

• How likely is it to occur?

• What is the impact?

− Controlling Risks

• Risk Avoidance

• Risk Control

• Risk Transfer

− Monitoring the Results



COVID-19: Navigating Risk on the Way Back to Business

• Maintaining Workplace Safety Using OSHA & CDC Guidance

− Implement Administrative Controls

− Obtain/Utilize PPE

− Consider Engineering Controls

− Encourage/Mandate Social Distancing

− Separate Sick Employees

− Support Respiratory Etiquette and Hand Hygiene

− Perform Routine Environmental Cleaning and Disinfection



COVID-19: Navigating Risk on the Way Back to Business

Rehiring/Reactivating Employees

• General Letter for All Staff

• Re-activating Furloughed Employees

− Sample Letter

− Things to consider: 

• Benefits – are we collecting accrued benefit costs in arrears?

• Should we require new Direct Deposit info to be submitted?

− Rehiring Laid Off Employees

• Should follow normal hiring process

− Return to Work Checklist

file://Cmpdc1/wp/CHECKMATE/COVID-19/Webinars/COVID19 - Return to Normalcy - Navigating Risk/Welcome_Back_Letter__COVID-19_Return_to_Work_.docx
file://Cmpdc1/wp/CHECKMATE/COVID-19/Webinars/COVID19 - Return to Normalcy - Navigating Risk/Recall_from_Furlough_-_Revised_Offer_Letter.docx
file://Cmpdc1/wp/CHECKMATE/COVID-19/Webinars/COVID19 - Return to Normalcy - Navigating Risk/HRSC-Return-to-Work-Checklist-20200421.pdf


COVID-19: FAQs

Can employees refuse to travel to areas considered safe?

• You can require employees to travel as long as you meet your general 

duty under OSHA to provide a workplace (including any travel location) 

that is free from recognized hazards that are causing or are likely to 

cause death or serious physical harm to employees.

• Perhaps more important than whether you can force an employee to 

travel is whether you should. Requiring a fearful employee to travel will 

erode trust and confidence and likely cause them significant anxiety. 

Consider video calls or videoconferencing as an (inexpensive!) 

alternative to traveling for the next few weeks or months.



COVID-19: FAQs

• Can we send employees home if they are symptomatic?

• Yes. The Centers for Disease Control and Prevention (CDC) has advised 

employers that employees who appear to have symptoms of COVID-19 

(e.g., cough, shortness of breath) should be separated from other 

employees and sent home immediately. If the employee feels well 

enough to work, consider whether they can effectively telecommute.

• Note: Non-exempt employees may be entitled to a few extra hours of pay 

if you’re in a state with reporting time pay, but this cost will be well worth 

it to maintain the safety of the workplace.

https://www.cdc.gov/coronavirus/2019-ncov/specific-groups/guidance-business-response.html


COVID-19: FAQs

What if my employee discloses that their family member or roommate 

has COVID-19?

• Our recommendation is to follow guidance from the Centers for Disease 

Control and Prevention (CDC). Employers should ask employees who 

live with someone confirmed to have COVID-19 to notify a designated 

HR representative or their supervisor as soon as possible. The employer 

and employee should then refer to CDC guidance to assess risk and 

determine next steps—see Tables 1 and 2 in the CDC’s Interim US 

Guidance for Risk Assessment and Public Health Management.

https://www.cdc.gov/coronavirus/2019-ncov/php/risk-assessment.html


COVID-19: FAQs

If an employee is out of the office due to sickness, can we ask them 

about their symptoms?

• Yes, but there’s a right way to do it and a wrong way to do it. In most 

circumstances, employers shouldn’t ask about an employee’s symptoms, as that 

could be construed as a disability-related inquiry. Under the circumstances, 

however—and in line with an employer’s responsibility to provide a safe 

workplace—we recommend asking specifically about the symptoms of COVID-19 

and making it clear that this is the extent of the information you’re looking for.

• Here’s a suggested communication: “Thank you for staying home while sick. In 

the interest of keeping all employees as safe as possible, we’d like to know if you 

are having any of the symptoms of COVID-19. Are you experiencing a fever, 

cough, and/or shortness of breath?”



COVID-19: FAQs
What if I have a fearful employee who refuses to come to work?

• Generally, employees do not have a right to refuse to work based only on a 

generalized fear of becoming ill. If their fear is not based on objective evidence of 

possible exposure, you can enforce your attendance policies.

• You should be prepared for employees who express anxiety about coming to 

work and evaluate any request on a case-by-case basis. Consider alternative 

arrangements such as telecommuting if possible. Employees who are 

immunocompromised or have other relevant disabilities may be entitled to a 

reasonable accommodation, such as working from home or taking a leave if 

working from home is not possible.

• If the nature of the employee’s position does not allow telecommuting, and there 

is no legitimate threat, reiterate the steps they can take to keep themselves safe 

from contracting the virus and explain the proactive steps you are taking to keep 

infection risk low in the workplace.



COVID-19: FAQs

Can we require or allow certain groups of employees, but not others, 

to work from home?

• Yes. Employers may offer different benefits or terms of employment to 

different groups of employees as long as the distinction is based on non-

discriminatory criteria. For instance, a telecommuting option or 

requirement can be based on the type of work performed, employee 

classification (exempt v. non-exempt), or location of the office or the 

employee. Employers should be able to support the business justification 

for allowing or requiring certain groups to telecommute.



COVID-19: FAQs

How do I make a telecommuting policy?

• Although some employers will be comfortable sending everyone home with their laptop and 

saying, go forth and be productive, most will want to be a little more specific. A good 

telecommuting policy will generally address productivity standards, hours of work, how and 

when employees should be in contact with their manager or subordinates, and office 

expenses.

• For instance, your policy might require that employees are available by phone and 

messaging app during their regular in-office hours, that they meet all deadlines and 

maintain client contacts per usual, and that they check in with their manager at the close of 

each workday to report what they have accomplished. Be sure to let employees know 

whom to contact if they run into technical difficulties at home.



COVID-19: FAQs

How do I make a telecommuting policy?

• You’ll also want to specify how expenses related to working from home will be dealt with. If 

you don’t expect there to be any additional expenses involved, communicate this. You don’t 

want employees thinking this is their chance to purchase a standing desk and fancy 

ergonomic chair on your dime. That said, you should consider whether employees will incur 

reasonable and necessary expenses while working from home. Some states mandate 

reimbursement for these kinds of expenses, but it’s a good practice to cover such costs 

even if it’s not required by law.



Coronavirus Awareness & Prevention Posters



COVID-19: Navigating Risk on the Way Back to Business

• Resources

− Sample “Communication to Employees (COVID-19 in the Workplace)”

− Checkmate’s COVID-19 Resource Page: 

http://in.checkmatepayroll.com/covid-19-employer-general-reference

− Checkmate’s OSHA Storefront: https://checkmate.theoshastore.com/

• Checkmate clients receive 50% off all purchases by using code COV50

file://Cmpdc1/wp/CHECKMATE/COVID-19/Webinars/COVID19 - Return to Normalcy - Navigating Risk/Sample_Communication_to_Employees__COVID-19_Infection_in_the_Workplace__.docx
http://in.checkmatepayroll.com/covid-19-employer-general-reference
https://checkmate.theoshastore.com/
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