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Return to Work Checklist 
Now that we’re preparing for a reopened world, more challenges lie ahead and our team of experts have been 
working to help with this transition back to some semblance of standard operations. To help you with this 
transition, our experts in security risk and threat management developed these Recovery and Reopening 
Security Risk Guidelines to help businesses like yours prepare to resume normal operations in the coming 
months. The guidelines focus on three areas we anticipate will greatly impact your workforce re-entry strategy: 

+ Workforce Wellness 

+ Business Continuity and Emergency Management 

+ Post-COVID-19 – Business Is Anything but Usual 

Take a moment to review them.  We’re here to help you about how to emerge from this crisis stronger and more 
resilient than before. 

PREPARATION FOR REOPENING 

 Establish a Return and Reopening Team  
that includes representatives from security, 
facilities, legal and human resources 

 Identify a Public Health Liaison to engage with 
external entities including the city health 
department, fire department and  
local hospital 

 Update corporate policies and procedures  
to address the new working conditions  

 Develop the plans that address:  

+ Pandemic Response (e.g., prepare for the 
expected second and third waves of the 
COVID-19 pandemic and other viruses  
or diseases) 

+ COVID-19 Health Screening (e.g., safe  
re-entry protocols including taking 
temperatures before permitting entry into 
the facility, daily health questionnaires 
inquiring about travel or currently feeling ill)  

+ Pandemic Communication  
(e.g., notification of confirmed COVID-19 
cases, communication approval flow, 
frequency) 

+ Re-Opening Training for Employees  
(e.g., new policies, use of masks, travel 
restrictions) 

+ Cleaning and Disinfection (e.g., cleaning 
protocols before reopening, daily basis, 
following a confirmed COVID-19 case) 

+ Security (e.g., additional security 
checkpoints, reducing number of entrances, 
limiting or prohibiting non-essential visitors, 
limiting access to delivery personnel) 

 Determine the need for work-related travel and 
establish a protocol for approving required 
travel 

 Establish guidelines regarding commuting, 
particularly involving public transit 

 Identify employees who may be at higher risk 
(e.g., advanced age, health condition, pregnant) 
and discuss possible accommodations  

 Evaluate impact of and create a policy 
regarding flexible work schedules (e.g., address 
needing to care for an ill family member, 
daycare and school closures, at-risk 
employees) 
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 Create incident reporting protocols that includes 
contact tracing 

 Coordinate with appropriate departments to 
account for and secure personal protective 
equipment (PPE) 

 Determine new occupancy limits, space 
between employees’ workspaces or adjusted 
work shifts due to social distancing and state 
and local requirements 

 Continue to encourage those who can work 
from home to do so to reduce the number of 
employees in the facility 

INTERNAL COMMUNICATION  

 Create positive, virtual and in-person 
communications channels and strategy to 
address employee concerns about pay, 
benefits, leave, safety, health, finances, travel 
and other issues 

 Develop and distribute a FAQ document to 
address these common concerns  

 Hold daily meetings in small groups with proper 
social distancing or via video to inform of 
employee health status and mitigate concerns 

 Inform affected groups (e.g., employees, 
contractors) of new policies and procedures  

 Provide employees contact information  
(e.g., email address, phone number) to ask 
questions or express concerns regarding 
reopening  

 Post appropriate signage (e.g., masks required, 
maximum occupancy, encouragement of 
frequent hand washing) and floor markings to 
ensure social distancing 

 

EMPLOYEE TRAINING 

 Provide training on new policies and 
procedures to set and explain expectations 
(e.g., social distancing, handwashing, cleaning) 

 Maintain training rosters to ensure all 
employees have undergone training 

 Update training materials regularly and identify 
gaps and opportunities for improvement 

 

CLEANING 

 Thoroughly clean the facility prior to re-opening 

 Remove shared items such as coffee pots, 
glasses, mugs and silverware and replace with 
single-use items when possible 

 Consider removing shared appliances such  
as refrigerators, microwaves and vending 
machines 

 Develop continuing cleaning, disinfection and 
disposal protocols with a focus on  
high-touch surfaces and common areas 

 Train cleaning staff on new protocols 

 Ensure cleaning staff have appropriate PPE 
and that the supply is replenished 

 Create checklists and timelines for cleaning 
tasks 

 Identify and procure supplies and equipment 
needed to secure areas while cleaning 

 Review cleaning supply storage areas for 
effective protective measures against theft or 
misuse 

 Install additional hand sanitizer and hand-
washing stations, if possible 

 Establish a procedure for decontamination  
if an employee tests positive for or is presumed 
to have COVID-19 

 Require employees to regularly clean their 
workspaces (e.g., laptop, desk, phone) 

 

SECURITY 

 Review pre-COVID physical and technical 
security measures and adjust as needed  

 Revaluate security officer checkpoints, 
positions and patrols 

 Audit the access control system  

 Develop or revise existing security protocols to 
protect critical supplies and equipment  

 Procure additional security equipment as 
needed  

 Determine if extended perimeter control is 
needed  



( Return to Work Checklist ) 

Page 3 of 3 I ©2020 Jensen Hughes, Inc.  

 Conduct extended perimeter security 
technology gap analysis  

 Identify and secure isolation areas and rooms 
for employees who begin displaying symptoms 

 Identify and limit building entry points  

 Identify safe employee health screening areas 
and coordinate a screening process with human 
resources, health safety environmental, 
facilities and other entities, as needed 

 Integrate social distancing measures into entry 
control and health screenings  

 Security and emergency response coordination 
with local first responders 

 Monitor and enforce social distancing 
requirements 

 Adjust lunch and break schedules to reduce 
crowding in common areas 

 Prohibit or restrict the number of participants for 
in-person meetings 

 Prop open doors when possible to prevent 
employees from touching handles 

 

WORKPLACE VIOLENCE PREVENTION 

 Encourage employees to use the employee 
assistance program (EAPs) or other counseling 
options available to them if needed 

 Inform employees that leadership understands 
they may struggle with their adjusted daily 
routines and encourage them to express their 
concerns 

 Leverage ethics, compliance or other hotline 
vehicle for anonymous reporting of concerning 
situations 

 Establish plans to address increased 
interpersonal conflict (e.g., arguments about 
social distancing or not using PPE) 

 Prepare for possible resentment regarding 
furlough decisions, layoffs, pay cuts and other 
COVID-19 related policies  

 Prepare for insider-threat type activities (e.g., 
sabotage, theft of intellectual property, high-
turnover, low morale, targeted violence) 

 Consider flexible work policies whenever 
possible (e.g., provide paid sick leave, change 
policies regarding required issuance of a 
doctor’s note for absences or sick days, stagger 
work shifts, adjust office hours) 

 Promote domestic violence awareness and 
reporting, and make appropriate notifications 
including lookouts, Do Not Admit lists, security 
escorts and photos 

 

HUMAN RESOURCES POLICIES  

 Prepare for possible increases in whistleblower 
and retaliation claims (e.g.,  
for perceived unsafe working conditions) 

 Anticipate increases in OSHA claims as 
employees contract COVID-19 and attribute it 
to their exposure at work 

 Expect collective bargaining units to request 
assurances regarding safety, health, PPE and 
workplace distancing 

 Prepare for increased union organizing activity 
in businesses that have not formed a collective 

 Address increased psychological and 
behavioral support requests through employee 
assistance programs (EAP) due to self- and 
company-referrals  

 Establish plans for case management when an 
employee becomes sick (e.g., tracing contacts 
at work; notifying employees, contractors, 
vendors and customers) 

 Create a return to work procedure for 
employees who tested or are presumed positive 
for COVID-19 (e.g., health questionnaire, 
monitoring system, daily screening) 


