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Check list for reentry the workplace 

Our Gift to you 

Use this checklist to make sure you are addressing the key areas to focus on for re-
entry into the workplace. 

Confirm guidance from your local government on reopening office 
buildings to workers. 

This is general guidance only. Be sure to consult legal counsel, public 
health information, and all applicable executive orders, as required 
policies and practices may vary based on state and local laws. 

Have a team conduct an assessment of what you will need to re-entry 
your workspaces. 

Use to the assessment to create the following plans 

1. Cleaning & Prepare the Physical Workspace  
2. Communication  
3. Employee Preparedness & Policies 
4. Marketing  
5. Physical & Psychological safety 

Why is this important? 

COVID-19 is an unusual crisis and complicated for employers, leaders, 
employees, customers and vendors to navigate. Unlike other devastating 
situations like shootings, terrorist attacks, tornados, hurricanes or fire, 
this is a crisis that affects everyone and is not a singular event. It affects 
people in three key psychological ways - flight, fight and/or freeze.  
While COVID-19 is not going away, we can use organizationally 
process systems to reduce the stress everyone will and are experiencing, 
particularly as we all reenter to work. 

What's in it for YOU? 

· The peace of mind your team will be ready to address the real-world issue 
that keeps you up at night 
· A team that is change ready and able to adjust to business disruptions and 
course correct quickly 
· A team with real out of the box thinking. That increases your ability to 
make broad, well-rounded decisions that positively impacts your profit 
margin and your company’s growth  

 

ABOUT US 
Prime Alchemy (PAG) is an 
Organizational Health 
Development (OHD) firm that 
believes a company's most 
important asset is its PEOPLE.  

Our Purpose 

Inspiring people to create a 
better workplace for everyone. 

Our Mission 

PAG is dedicated to helping 
change-minded leaders to 
create the ecosystems that 
people want to work in. Why? 
Because we know we can be a 
force for positive change in the 
world. 

PAG believes that businesses, 
not governments, change the 
world.  And when we empower 
teams to positively impact their 
companies from the inside out, 
the effects are beyond 
measure. 

Achieving this mission requires 
a 100% COMMITMENT to step 
into creating real change. 

What We Do Best 

Getting your team ready to 
react to a business disruption 
and execute a solution quickly. 
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Checklist 

Timeline and Summary 

Phase I.   

Assess the area 

Do a walk through your store, office, or buildings to see where your issue  

Ask the following questions: 

1. Do we have space to keep people 6ft apart? 
2. Can we shut down each night to do a massive cleaning? 
3. Can we provide PPE to all employee, vendors and customers? 
4. What are blind spot in the physical space? 
5. Do we have ways to accommodate at risk people? 
6. Do we have resources to help our teams feel safe? 

*These are just a few of the assessment questions  

Prepare the Physical Workspace 

 Establish cleaning protocols that adhere to CDC guidance. 
 Post building cleaning protocols throughout the workplace. 
 Post CDC recommended personal hygiene protocols reminders. 
 Identify and consider hands-free alternatives to high-touch areas, such as revolving doors, knobs, 

light switches and plumbing fixtures. 
 Conduct maintenance and updates to HVAC and building facilities by, for example, increasing 

ventilation and installing high-efficiency air filters. 
 Modify workspaces to promote Physical distancing by, for example, creating smaller offices to allow 

for additional offices or installing higher walls between cubicles or other physical barriers between 
workspaces, such as clear plastic sneeze guards. 

 Close or limit access to common areas, such as gyms, kitchens and cafeterias, or reconfigure to 
promote physical distancing. 

 Provide and maintain supply of personal protective equipment (PPE), sanitizers, and disinfectant 
wipes for employees and building guests. 

 Restrict the total number of permitted building occupants in order to allow for physical distancing. 
 Place decals and space demarcations in common areas, such as the lobby, to note physical distancing 

requirements and traffic flow patterns. 
 Reconfigure meeting rooms to promote physical distancing. 
 Control all points of entry for staff, guests, and vendors. 
 Remove and discourage the use of shared tools, such as remote controls and conference room 

phones. 
 Establish and communicate building rules with employees and building guests. 
 Create Coronavirus Resources and Guidance for employees 



Inspiring People to Create Better Workplaces!                                                                      

 

Prime Alchemy Group a division of Planning101|429 Weber Rd #293 Romeoville, IL 60446| 312.893.0861| 
www.theprimealchemygroup.com 
 

Phase II.   

Employee Preparedness and Policies 

 Explore feasibility of workplace policies and practices that promote physical distancing, such as 
encouraging continued telecommuting and staggered shifts. 

 Consider beginning reentry with employees whose positions are best performed in the 
workplace. 

 Create a staff travel policy and consider restricting all non-essential travel. 
 Require employees to stay home if they are sick and ask any employee who stays home sick if they 

are experiencing symptoms of COVID-19. 
 Create work at home for employees that don’t have contact with customers and other employees on 

a daily basis. 
 Ensure the privacy of each employee who makes a COVID-19 report within the workplace. 
 Consider whether to conduct daily contactless temperature checks on employees and building guests 

before permitting entry to the building, and whether to hire a trained medical professional to conduct 
the checks. 

 Establish and communicate protocol for employees to report if they have been diagnosed with 
COVID19, are experiencing COVID-19 symptoms, or have been exposed to COVID-19. 

 Establish employer responsiveness plan to address reports of COVID-19 within the workplace, while 
keeping the identity of the individual confidential, to include sending the employee home 
immediately, cleaning and disinfecting the workplace, and informing others who have been in contact 
with the employee of potential exposure 

 Limit in-person meetings, including the permitted size of in-person meetings. 
 Limit building guest access and restrict outside meetings and events in the building. 
 Establish a policy regarding employee participation in meetings and events outside the building. 
 Continuously monitor for local outbreaks and develop a plan in the event of an outbreak. 
 Prepare to manage leaves of absences under federal, state and local laws. 
 Review lease agreement, and coordinate with property manager regarding their plan for maintenance 

and upgrades to building infrastructure and protocols in response to COVID-19. 

Staff Preparedness and Training 

 Train employees on proper sanitation and prevention techniques, including proper use of PPE and 
when and where PPE is required. 

 Clearly set employee expectations in advance of their return to the office, with a strong emphasis on 
employee value, safety, and security. 

 Train employees on how to safely get to and from the office. 
 Encourage contactless interactions through the increased use of technology in order to reduce staff 

contact and exposure and provide additional training on such resources. 
 Articulate employer’s commitment to employee privacy. 
 Consider staggering employee shifts and breaks 
 Special Employee Considerations 
 Provide reasonable accommodations to employees with ADA-qualifying disabilities. 
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 Employees with pre-existing mental conditions that have been exacerbated by COVID-19 may be 
entitled to reasonable accommodations; be sure to engage in an interactive process with the 
employee for any accommodation requests. 

 Do not ask employees whether they have an underlying medical condition that makes them more 
vulnerable to COVID-19. 

 Create access for coaches, counselors, and consultants for help with employee support. 
 Provide accommodations and greater flexibility for those individuals who may be at a higher risk of 

severe illness from COVID-19(link is external); but do not compel, such persons to stay home. 
 Provide flexibility to employees with child or elder care obligations. 
 Provide ability for work from home for anyone that may need that option. 

Phase III   

Communicative Plan 

 Communicate all details, and solicit staff input, throughout each phase of the re-entry strategy. 
 Engage and ensure leadership alignment with all phases of the reentry to the workplace strategy. 
 Schedule virtual meetings for staff to communicate guidance, policies, and to solicit questions and 
 feedback. 
 Establish mechanisms for ongoing two-way communication with staff. 
 Communicate new protocols and standards though all available channels, including signage, virtual 
 meetings, recorded messages, and employee intranet. 
 Promptly share all relevant updates from federal, state and local governments and agencies to 
 demonstrate fluidity. 
 Create Marketing Plan to communication with vendors and customers to establish your company as 

a trusted company that cares. 

 Our Commitment to You:  

 It is our goal to provide our clients support and programs that are designed to meet their business goal, team 
development strategies and Organizational Health. Our approach to working with our clients is rooted in a 
“partnership from the start” philosophy We know you are business smart but are your business health? If you 
want to learn more, one of our team members would love to set up a virtual coffee where we can learn more 
about each other and see how we can support your business. 

Thank you and we hope this gift will help your reentry be a safely one.  

The Team at Prime Alchemy a division of Planning 101 Group, Corp  

 

 

 

This is general guidance only. Be sure to consult legal counsel, public health information, and all 
applicable executive orders, as required policies and practices may vary based on state and local 
laws 


