
Your guide to COVID-19
reopening readiness



It’s never been more important to provide your  
employees with a workplace that makes everyone 
feel safe. That’s why Harness Health Partners has 
compiled a checklist of questions and tips to help 
you think about ways to keep everyone healthy as 
you prepare to return to work.

We are dedicated to the health and well-being  
of your workforce. If you need more information 
about how we can prepare you and your employees 
to return to work safely, please contact us at  
EmployerHealth@harnesshp.com. 



Return-to-Work Checklist
General considerations

 How many employees are allowed in your building(s) per day?

 How many entrances are there? 

 Will everyone get temperature checks as they enter?

 How are supplies, guests and other visitors going to be handled?

 How are conference rooms set-up?

Workstations

 Are employee workstations six feet apart? 

 Do you have standing workstations? If so, are they six feet apart?

 Would you need to lay out your workstations in checkerboard fashion? 

 Do all floors meet the six-foot guidelines?
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Return-to-Work Checklist

Employee safety

 Are your employees required to wear masks? If so, when and where? 

 Will you take temperature checks every day?

 How many dedicated people do you have to take readings? 

 If someone gets sick at work, will they immediately need to go home?

Cleaning

 Should you add more cleaning staff? 

 Do you have additional cleaning supplies on-site? Examples include:

 Wipes for employees to wipe down their workstations

 Hand sanitizer in common areas

 Medical waste bags on each floor and at entrances and exits for employees to dispose of PPE

 Do you have someone to review cleaning supply inventory and new requests to place orders for cleaning supplies?

 What is your desk cleaning policy?

Common areas

 Are your common areas ready? This can include:

 Adding sneeze guards to the reception area 

 Removing lobby seating to reduce public touchpoints

 Rearranging all common area furniture to promote social distancing

 Disconnecting water fountains

 Making sure hand sanitizer stands are available

 Using stickers instead of guest badges

 Will you require guests/vendors to wear masks? 
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Return-to-Work Checklist

Building infrastructure

 Do you understand how your HVAC system works? 

 Does your building have airflow and circulation controls?

 Can people stand six feet apart in your elevators? Some ideas can include:

 Have an elevator attendant in the lobby to help manage the flow

 Recommend employees use different elevators or take the stairs

 Know how many people can be in an elevator at once and maintain social distancing

 Add floor stickers to designate where to stand

Communication

 Do you have documentation of your new office procedures?

 Have you prepared employees on what to expect when they return to work?

 Have you thought about designating volunteers for new roles? Some examples include:

 Covid-19 Floor Captain – can be organized by floor to remind everyone to follow new procedures

 PPE & Training Expert – to assist people who need PPE

 Supply Manager – for copier/printers, supplies in kitchen/break rooms and common areas and  
stocking bathrooms

Conference rooms

 Do you have a plan for your conference rooms? Here are some tips:

 Disable touchscreens outside of rooms

 Close smaller conference rooms 

 Reduce the number of chairs in larger conference rooms 

 Remove conference room phones and use cell phones instead

 Remove whiteboard markers and erasers

 Remove any controllers within the rooms

 Who will schedule the rooms?

Printer and copier supplies

 Can you provide wipes and signage for printers/copiers?

 Do you have a designated person to load printers/papers/supplies?
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Return-to-Work Checklist

Restrooms

 How many people can be in each restroom at once? 

 Who will monitor the restrooms?

 How can I keep restrooms clean? Some tips include:

 Limit the number of people 

 Place paper towels in stacks

 Use air dryers and touchless soap dispensers

 Close every other sink to help maintain social distance

 Limit to one urinal or close every other one

 Determine how many stalls to keep open

Dining areas

 How can I keep dining areas and cafeterias safe?  
Some tips include:

 Remove tables and chairs to set up six-foot  
social distancing

 Have designated housekeeping in the area during  
breakfast/lunch/dinner to wipe down tables and  
chairs when people leave

 Make sure all workers wear a mask and glove 

 Add floor stickers to designate where to stand

 Add sneeze guard at cash registers

 Add plastic covers to keypads

 Allow credit card-only transactions

 Remove all disposable glasses

 Remove everything from cabinets and  
place them on tables

 Provide wipes for the coffee station 
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Return-to-Work Checklist

Gym 

 How can we keep workout areas safe?  
Some tips include:

 Provide extra wipe stands 

 Don’t offer classes

 Require the use of masks in the facility

 Do not provide towels — have employees bring  
their own

 Disconnect water fountains

CDC checklist for employees

 Wash your hands often with soap and water for at least 20 seconds or use hand sanitizer with at least  
60% alcohol.

 Avoid touching your eyes, nose and mouth.

 Cover your mouth and nose with a tissue or the inside of the elbow when coughing or sneezing, then  
immediately throw the tissue in the trash and wash your hands.

 Develop a cleaning and disinfecting plan.

 Clean and disinfect frequently touched objects and surfaces at the beginning and end of each shift.

 Avoid using other employees’ phones, desks, offices or other work tools and equipment. 

 If you share a workspace, clean and disinfect between shifts.

 If you have symptoms, notify your supervisor and stay home (if not at work).

 If you are sick, follow CDC-recommended steps and do not return to work until you meet the criteria  
to stop home isolation.

 If you are well but have someone in your household who has COVID-19, notify your supervisor and follow  
CDC recommended precautions.
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Return-to-Work Checklist

CDC checklist for employers

 Make sure workers have access to current information (from the CDC or local public health agencies).

 Support and encourage working from home (if you can).

 Use videoconferencing or teleconferencing.

 Use social distancing (six feet distance)

 If you’re taking temperatures, use touchless thermometers.

 Consider providing multiple screening entries.

 Consider designating doorways as “entry only” or “exit only.”

 Communicate to contractors or on-site visitors about changes to help control the spread of COVID-19. 

 Create and test communication systems that employees can use to self-report if they are sick, and that you 
can also use to notify employees of exposures and closures.

 Use signs, tape marks or other visual cues to indicate where to stand when physical barriers are not possible.

 Provide tissues, no-touch trash cans and touchless hand sanitizer stations.

 Clean all frequently touched surfaces at the beginning and end of each shift.

 Reach out to your local health officials for the latest valid testing technology.

Tips for your company’s leaders

 Your leadership’s point of view should be open and available to all - don’t try to have all the answers.

 Be thoughtful and have empathy — find out what works best for each employee.

 Create trust with your workforce. 

 Communicate with your employees — be open and give everyone a voice.

 Incorporate creative distancing ideas like No Meeting Fridays, weekly team  
meetings/check-ins that aren’t work related or stress wellness programs for your  
employees’ financial, mental and physical needs.
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Harness Health Partners is the employer health solutions division for Mercy 
Health and Bon Secours health systems. We are an exciting new health solutions 
brand that helps optimize employee health and performance. We offer well-being 
solutions, on-and near-site health centers, executive health, occupational 
medicine, pharmacy services, a nurse access line and more.


