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Ontario’s economy is beginning to reopen, and we are here to help you prepare your workplace and
ensure you have protocols for employees Returning To Work (RTW), those Working From Home (WFH),
and the necessary controls to proactively manage the associated risk.

As an employer, you are required to take all reasonable precautions to ensure the Health & Safety of
your employees in the workplace. All the steps for you to do this are outlined in this checklist. These
protocols are standard among multiple government and agency sources. Employers will also have other
governing bodies, registrars or associations and industry resources and standards. These too must be
met.

However, other than the physical preparation of your facility, and the administrative preparation of
protocols and policies, an EQUALLY important aspect of RTW, is managing your employee’s fears and
expectations, and the balance of their personal lives (caring for children home from school or day care).

CHECKLIST OVERVIEW
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A key component of this RTW is engaging employees with a comprehensive communication and 
feedback strategy. Simply said….

ü Get in Touch. 
ü Stay in Touch. 
ü Share information. 
ü Ask for their input.

Even the experts say, RTW will be difficult and a challenge. You want your employee’s full support and 
cooperation AND engagement. The importance of all employees following government advisories 
when not at work AND following your H&S protocols when at work, is critical for keeping your 
employees healthy and safe. And your business operating!

CHECKLIST OVERVIEW
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CHECKLIST OVERVIEW

The following checklist incorporates an exhaustive list based upon all of those resources and has been 
designed to walk you through the exact steps you should consider when returning employees back to a 
safe and healthy environment.

For additional Industry-Specific Guidelines please visit:

https://www.news.ontario.ca/opo/en/2020/04/health-and-safety-association-guidance-documents-
for-workplaces-during-the-covid-19-outbreak.html
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PHASE 1: PREPARE YOUR FACILITY & START PLANNING
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Foot Traffic Flow
Establish protocols with tape arrow-
markings on the floor (Entrances, 
Main Lobby, Shipping & Receiving, 
Kitchen, Printers, Bathrooms, 
Corridors etc.)

Virtual Concierge
Consider a virtual concierge / front 
desk - if so, develop prominent 
signage for visitors to contact virtual 
front desk

Light Switches
Update Light switches to motion 
sensors if possible, if not, create 
signage to indicate ‘leave on’

Division Pannels
Add division panels where needed to 
separate workstations, or client 
interactions

Open Doors
Leave doors open where possible or 
install automatic door operators for 
high traffic areas

IT Load Testing
Establish, Monitor and Load Test all IT 
systems to ensure security, 
configuration and access between 
RTW employees, Work From Home 
employees and clients

Reduce Touchpoints
Reduce Touchpoints of  building entry 
points / touch screens (main entrance, 
lobby, shipping & receiving, and high-
touch surfaces)

PPE Disposal
Prepare separate waste bins for PPE 
disposal

Stock PPE
Order and maintain adequate stock of 
PPE (Masks, Sanitizers, Gloves, Wipes) 
for building occupancy. Consider 
temperature monitoring equipment if 
necessary

Create Signage
Create print and / or digital signage 
indicating sanitation requirements for 
each workstation (i.e. any high touch 
points should be frequently sanitized)

Air Filtration
Prepare and clean all facility air-
processing and HVAC Systems (air 
filters, ventilation rates etc.)

Cleaning Supplies
Ensure supplies are available for 
employees to clean their 
workstations regularly. Ensure 
prominent placement and easy 
access to all disinfectants

Clean Building
Ensure thorough cleaning of entire 
building facility and establish new 
daily cleaning schedule requirements 
of building maintenance vendor 
(before, during, and after hours)

H&S Inspections
Increase frequency of workplace H&S 
inspections from quarterly to 
monthly/bi-weekly/weekly, if possible

Reconfigure Spaces
Reconfigure workspaces and common 
areas to ensure Physical Distancing 
Measures of 6 feet

Clean Workstations
Ensure thorough cleaning of employee 
workstations

PHASE 1: PREPARE YOUR FACILITY & START PLANNING
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Visitor Protocols
Develop Health and Safety Protocols 
for Common Areas and Equipment 
(i.e. Entry & Exit to and from 
reception, Appointments only, waiting 
protocols for visitors or clients)

Common Areas
Clean and monitor use of high-touch 
surfaces including:
Coffee maker, Refrigerator, 
Photocopier, Supplies storage etc.

Washrooms
Instructions and supplies for proper 
hand washing / sanitizing protocols, 
wipes for entry and exit of washroom

Encourage Cell Use
Encourage personal cellphone use or 
Bluetooth speaker for conference calls

Web-Based Meetings
Ensure thorough cleaning of employee 
workstations

PHASE 1: PREPARE YOUR FACILITY & START PLANNING (Continued)

VITAL TIP
Consider having an RTW committee of employees and management. Ideally this would include members of your 
health & safety committee.  
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PHASE 2: PLAN WHO IS RETURNING AND WHEN
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Phased Returns
Consider bringing employees back in 
phases according to business priorities 
and the Selection Criteria mentioned 
previously

Selection Criteria
Consider the following criteria when 
selecting you want and need to return 
to work:
- Is the role critical to business 

operations?
- Can the role be performed from 

home?
- Any pre-existing medical 

conditions?
- Do they have dependant children 

who can’t return to school?

Later Start Time
Consider a later start time on the first 
day back to ease employee transition

Staggered Start Time
Consider staggered start times for 
employees who are returning to avoid 
a crowded workplace
- Consider Staggered Re-entry (Part-

Time, or Part-Time from Home)
- Staggered Shifts

Make A List
Make a list of employees who you 
need to return to work. Create specific 
selection criteria (see below)

Return Date
Identify a date for when you plan to 
have employees return to work once 
the facility has been prepared and the 
appropriate legislative protocols are in 
place

PHASE 2: PLAN WHO IS RETURNING AND WHEN

VITAL TIP
Remember, when selecting who must return to work, you may have some employees request to continue to Work From
Home (WFH). While many employers have embraced this and found it productive, other employers want employees back
in the office or building when every reasonable precaution has been taken to create a healthy and safe environment. This is
the employer’s decision, unless Accommodation is required (caring for children or illness)!
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PHASE 3: COMMUNICATION TO EMPLOYEES
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RTW Hotline
Consider establishing a Return To 
Work hotline or dedicated email 
address to answer any employee RTW 
questions

Why RTW?
Consider having a communication 
template outlining the reasons WHY 
all or some employees are being asked 
to Return To Work

RTW FAQ
Create a list of answers for Frequently 
Asked Questions that returning 
employees may have

Why RTW? (Cont’d)
Some of the following reasons can be 
expanded on:
- Physical Requirements of Work
- Optimize Productivity
- People & Culture
- Business Continuity

RTW Team Training
Ensure the Return To Work team is 
familiar with the new H&S protocols 
and is prepared with answers to 
Frequently Asked questions from 
returning employees

RTW Plan (Cont’d)
A communication for employees:
- RTW Plan, Phases and Who 
- Empathy for their situation
- Compliance with H&S legislation 

and workplace updates

Weekly Updates
Communicate Weekly updates to 
employees for their return and 
maintain an empathetic approach to 
any responses. Encourage two-way 
communication.  Acknowledge their 
fears, insecurities and safety concerns

RTW Team
Select or ask for employee volunteers 
to create a RTW team to help 
employees transition back. Consider 
using Health & Safety committee

RTW Plan
Prepare a communication for 
employees outlining:
- RTW Date, Time, First Day Details, 

RTW Team info, and request for 
employee feedback!

PHASE 3: COMMUNICATION TO EMPLOYEES

VITAL TIP
The communication strategy to employees is so critical - we can help create these communications (tone, delivery, timing,
sequence, etc.) or just guide you through it!

12



PHASE 4: FIRST DAY BACK
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RTW Team
Make employees aware of the Return 
To Work team who will work hard to 
promote and maintain the new H&S 
protocols

RTW Team (Cont’d)
Ensure the Return To Work team is 
available on the first day back to 
answer any employee questions and 
provide adequate support and 
guidance regarding H&S protocols

Emphasize Empathy
Emphasize empathy and 
understanding of what employees 
may be feeling

H&S Updates
Summarize the H&S updates you have 
made to comply with Ontario 
legislation and more importantly 
create and maintain and safe 
workplace for them

Policy Review
Let employees know that relevant 
Policies and Procedures have been 
updated to reflect post-COVID 19 and 
a proceeding training regarding the 
updates will follow

Zoom Call
Schedule a Zoom or conference call 
with employees to go through new 
Health & Safety Protocols

Discuss
Encourage two-way communication 
during initial meeting to answer questions 
or concerns and use this time as an 
opportunity to re-establish trust and 
comfort among team members

PHASE 4: FIRST DAY BACK

VITAL TIP
It is critical that employees are encouraged to provide feedback and are trained on the updates you have made to the
physical workplace along with the updated H&S protocols and overall policies and procedures.
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PHASE 5: UPDATING POLICIES & PROCEDURES
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Meeting Policy
Virtual Meetings & Protocol – will 
team meetings take place via Zoom or 
conference calls? If so, is the 
appropriate equipment and 
technological bandwidth in place?

Sick Leave Policy
Updating your Sick Leave Policy:
- Destination Approval & 

Government Travel Advisory
- Leaves include language regarding 

employee entitlement to relevant 
job protected but unpaid leaves 
under the Employment Standards 
Act, 2000 if they are sent home for 
being sick

- Quarantine – if employees are sick 
and asked to stay home, will you 
allow them to work from home if 
they are physically capable of doing 
so? If they are not, will you require 
them to quarantine for 14 days?

- Consider asking for Dr’s notes 
validating that an employee is safe 
to Return To Work (in the event of 
flu or COVID 19)

- Review your paid and unpaid 
sick/personal leave policies

- Zero Tolerance – consider sending 
employees home if they come into 
work sick, ill or cold / flu-like

Meeting Policy
Virtual Meetings Only – consider 
temporarily eliminating in-person 
meetings unless absolutely necessary 
at which point management would 
decide

H&S Policy
Consider updating your Health & 
Safety protocols with:
- Legislative Compliance
- Physical Distancing, PPE, Sanitation 

Requirements, Flor of Foot Traffic, 
Workstation Cleanliness etc

- Employee Responsibilities
- Employer Responsibilities
- New H&S Protocols
- H&S Committee Responsibilities re 

COVID-19

Manual Disclaimer
Ensure the manual has language that 
communicates to the employees that 
the contents of the manual are subject 
to change without notice

Vacation Policy
Consider updating your Vacation 
Policy with:
- Destination Approval & 

Government Travel Advisory
- Timing Language
- Returning from Vacation: 

transparency of illness or 
symptoms before returning

- Testing Protocols: Quarantine? Or 
WFH?

- - Vacation Carryover: With 
employees working from home, 
they may look to carryover their 
accrued vacation time into the next 
year. Will you require all 
employees to use their vacation in 
the entitlement year?

PHASE 5: UPDATING POLICIES AND PROCEDURES
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VITAL TIP
Don’t worry – we have all the policy templates for you. It doesn’t have to be complicated. We can help!



Working From Home
Back-up Equipment - Is there sufficient 
‘back-up’ inventory for the replacement 
or repair of hardware or software?  
What is the process for equipment 
maintenance, repair or exchange?

Working From Home
Remember to review other policies to 
reflect WFH, such as Vacation, Sick 
Leave, Overtime, Flexible Shifts Or 
Hours

Working From Home
Ensure your WSIB coverage extends to 
employees who work for home.  What 
are your obligations with their 
workspace/set-up? Consider waivers if 
employees don’t follow your set-up 
protocols

Working From Home
Workstation Set Up - What are the 
technological and equipment 
requirements that employees will 
need to have access to in order to 
effectively work from home?

Working From Home
IT Support - What are the IT Support 
protocols to help employees who are 
working from home? Are the 
appropriate remote-access protocols 
in place (i.e. TeamViewer)

PHASE 5: UPDATING POLICIES AND PROCEDURES (Continued)

VITAL TIP
Working from home is new for a lot of businesses and we’re here to help you make sure that both you and your employees
have everything you need to transition effectively!
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Working From Home
IT Set Up - Are the proper IT, network, 
connectivity and accessibility 
protocols in place to support a 
working from home workforce? Have 
they been properly tested?

Working From Home
Data Security and Cyber security must 
be considered. Do you have a robust 
IT department to support this?

Working From Home
Employee WFH Safety - Will you 
provide a checklist of what a proper 
ergonomic homework station should 
look like?



PHASE 6: MONITOR, EVALUATE, MAINTAIN
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Open Door Policy
Foster an open-door or open-email 
policy to support returning employees

Re-evaluate
Continuously re-evaluate post-COVID 
business operations and control 
measures

Gather Feedback
Establish an email or hotline to gather 
feedback on the success of control 
measures. The RTW team or Health & 
Safety committee can monitor and 
respond to employee feedback

RTW Team
The Return to Work Team or Health & 
Safety committee should maintain an 
up to date list of common employee 
questions

RTW Team
Common Employee Questions may 
include:
- Work Refusal
- WFH Requests
- Flexible Hours / Start Times

RTW Team
Common Employee Questions may 
include:
- Transportation Accommodations
- Caregiving Responsibilities

Check-In
Conduct regular and informal check-
ins with employees

Schedule Reminders
Schedule email or conference call 
reminders to restate the critical 
importance of the new health & safety 
protocols and thank employees for 
their support and cooperation 

PHASE 6: MONITOR, EVALUATE, MAINTAIN

VITAL TIP
To ensure a successful Return To Work, it is important that you are consistently monitoring, evaluating and updating the
appropriate controls and strengthening open-communication with employees and teams.
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WE CAN HELP!

20



Employers are thinking about re-opening – bringing people back to work to a safe workplace. It
is overwhelming! There is so much content and advice – and so many things to consider. So we have
created a PRACTICAL, DOABLE, Step-By-Step Guide for our clients and friends. A real business
tool to get employers and businesses back up and running. No mystery, no complexity…let’s just roll up
our sleeves and get this done!

We are here, if you need help to:
ü Create your new Health & Safety Protocols
ü Guide your Health & Safety teams
ü Update your policies & procedures with our templates
ü Script employee communications and templates - Step by Step (This is such an important part of the process)
ü Coach you through employee responses (work refusal)
ü Provide step-by-step guidance for each checklist item
ü Serve as that extra pair of hands and place your mind at ease!

We are with you every step of the way. We always have your back!

WE CAN HELP!
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ELEMENT OVERVIEW

5. On-going Coaching & 
Support

We know that change is an on-going process 
and that the economy and labour market will 
never be the ‘same’, so you’ll have us in your 
corner through this entire ride…text 
reminders, virtual meetings and even going 
out for coffee when things turn back to 
normal. We have your back!

Outcomes:

- Virtual Conferences
- Text Availability
- Email Availability
- We’ll even grab a coffee when things go 

back to normal!

Any Questions?
Call Us!

Sue Douglas
President
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