PIVOT Forward: Return to Work Checklist
· Check Local and State Regs and Guidelines that apply to your workplace
· Determine what Personal Protective Equipment (PPE) is necessary for employees, vendors, customers and have it on-hand before opening.  Keep supplies current at all times
· Prepare the physical facility for social distancing using signs, markings, re-arranging seating, imposing capacity limits for breakrooms, elevators, locker and rest rooms, time clock areas, erecting barriers for crowded areas, and similar precautions
· Clean and disinfect areas and equipment beforehand and continuously after opening
· Provide Personal Hygiene reminders, posters, and supplies such as hand sanitizer and wipes, and other industry-specific required steps
· Consider utilizing health screening and training for all employees
· Certifications of non-infection and exposure
· Temperature checks
· Proper equipment
· Training
· Documentation
· Pay employees for time spent in health screening 
· Avoid “stereotyping” or asking employees medical questions to determine if they are more vulnerable than others.  Let them raise the concerns themselves


· Bringing employees back to work
· If returning less than all employees
· Determine who is willing and able to return pursuant to your timetable
· Document and follow a plan using non-discriminatory criteria such as job-function and objective criteria to make selections
· Follow requirements of applicable employment contracts and union agreements
· Update employee paperwork such as address and leave documentation, visa status, I-9s
· Any wage reductions should be reviewed against applicable employment contracts, collective bargaining agreements, and wage and hour minimum wage and exempt employee salary threshold requirements
· Collect and store leave request forms and documentary support for employees utilizing (now or in the past) Emergency Paid Sick Leave (EPSL), Emergency Family and Medical Leave (EFMLA), FMLA and other paid and unpaid leave
· Work with financial advisor or manager to provide required records and documentation for employment tax credits for EPSL and EFMLA
· Identify and cure any failure to provide required paid leave for which an employee was qualified
· Review status of all benefit plans and work with providers to identify and cure any gaps or lapses
· For Remote Workers
· Identify, address and cure any wage and hour issues could arise out of employees working “off the clock” 
· Determine what if any expenses (such as internet service, printers, telephone charges) should be reimbursed
· Implement strong policies for employees who continue to telework (addressing above issues and more)
· For returning employees
· Consider what reasonable accommodations may be available for vulnerable employees who request them
· Prepare a protocol for employees who test positive for Covid-19 or have been exposed to the virus
· Have a plan for employees who refuse to return to work due to concerns over health or job conditions
· Consider circumstances and options on case by case basis
· Avoid retaliation against employees who have tested positive, been exposed to the virus or utilized EPSL, EFMLA, FMLA or other State-provided leave
· Avoid retaliation and seek professional assistance when two or more employees engage in Protected Concerted Activity such as protesting or boycotting due to safety concerns or other employment-related terms and conditions
· Non-union employers should ensure all managers and supervisors are properly trained on the warning signs, and the legal rules and restrictions pertaining to union organizing activity
· Coordinate with financial advisors on Payroll Protection Plan loan expenditure and repayment requirements
· Communicate frequently and compassionately with employees to keep them informed of workplace developments and to learn of issues that need to be addressed
· Continue to closely follow new regulations and guidelines from federal, state and local authorities
· Seek professional assistance when clear guidance is not available on specific issues 
