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❑ Keeping people Healthy and Safe at the center of 
decision-making is paramount to gain people’s 
confidence.

❑ Understanding site capacity to deal with Physical 
Distancing is key.

❑ Defining who is really needed and in which capacity is 
also important. If productivity is acceptable, there is no 
rush to bring people back to workplace.

❑ Return to Workplace should also take into 
consideration production demand.

❑ Consideration of local policies and government 
directives must be taken into consideration. Also 
advice of Health Experts.

❑ There is no one-size-fits all solution, given the fact that 
the Pandemic is at different stages in each location.

Goal is to provide a safe workplace by 
minimizing risks of contagion 3 Focus Areas

Location Status / 
Country

* Infection risk

* Government regulations

Employee 
Situation

* Health situation

* Dependents at 
home (home 
schooling, elderly)

* Home office 
available

* Public transport

* Personal concerns

Need to be in 
Site

* Customer project

* Efficiency

* Functions / Teams

* Opportunity for 
physical distancing



Infection rates differ by country & location



 Understanding the Workforce Needed at 
your site is Step #1

 Understanding the job based on whether it 
can be done remotely or not, taking into 
consideration:
❑ The specifics of the job; and
❑ Extent of Remote Work possible

 Then, when looking at employees, it is 
important to keep into consideration:
❑ Vulnerable population (older and ill).
❑ Dependents at home (home schooling, elderly)
❑ Availability of Home Office.
❑ Need to use Public Transportation.
❑ Other Concerns

Must Be 
On-Site

• The job requires hands-on.
• Not being on-site puts in jeopardy the ability to 

deliver the product or service.

Flexible 
On-Call

• The job is specific to support certain functions or 
products

• Presence may only require 1 or 2 days/week on 
site and the balance can be remote.

Virtual or 
Remote

• With the use of technology, this job can be 
executed remotely.

• Still needed full-time.

Other

• Personnel that can be used part-time as a 
consulting in specific situations.

• Use of freelancers alternatives.

Understanding Workforce Needs



Every site is undergoing their own 
timeline, therefore is important to 
understand where that is to determine 
how to minimize risk for people, by 
taking into consideration:

• Shelter at home provisions

• Local Public Health Readiness

• Return of Demand 

• Current Site Status

Establishing the RTW Timeline

Phase 1:

Operating with High 
Restrictions: 1 to 3 months, 
20% of people

Phase 2:

Operating with Partial 
Restrictions: 3 to 9 months, 
40% of people

Phase 3:

New Normal Operations 
After 9 months, increase 
Final 40% of people



Changing the status quo is key to introducing 
the safe workplace based on physical 
distancing. So, each site must identify the 
processes & procedures to minimize the 
risk of contagion by:

• Adopting Safe Workplace policies and local 
Authorities requirements

• Understanding site capacity to handle the 
needed employees in accordance to new 
Policies. This needs to comprehensively look 
at Services, Social Areas and Capacity 
Constraints.

• Assess Site Readiness constantly and ensure 
new processes are implemented before 
bringing back people.

Implementing the Plan

Physical 
Distancing

Space and 
Time

Control, Testing 
& Surveillance

Personal 
Health 

Measures 

Worker 
Behavior 

and 
Policies

Return to 
Workplace 
Training 

and 
Comms.



Physical Distancing: 

Space and Time

Control, Testing and 

Surveillance

Personal Health 

Measures 

Worker Behavior and 

Policies

Return to Workplace 

Training and Comms.

• Prepare factory with 
visual clues to indicate 
how people should 
queue.

• Install touch free 
handles, 

• Implement Partitions in 
Breakroom tables and in 
buses.

• Where not possible to 
implement any 
partitions, shift 
staggering is an option.

• When working in the 
office, also determine 
that proper distance can 
be maintained while at 
the desk, reduce meeting 
rooms use and cut short 
its capacity.

• Establish a Temperature 
Screening protocols and 
isolation procedures.

• Define a Track and 
Contact Tracing Process. 
Including what to do 
with Suspect and 
confirmed cases.

• Define a Testing Strategy 
by adopting certain 
approved tests or labs. 
This to help clear critical 
employees.

• Determine Sanitization, 
Cleaning and Hygiene 
standards for each area, 
frequency and methods.

• Increase Air changes in 
Ventilation systems.

• Restrict access to non-
authorized employees.

• Audit Readiness.

• Determine the PPE 
required. If no physical 
distancing is possible, 
then PPE Provision is an 
alternative: Face masks, 
globes, face shields, etc.

• Provide Sanitizing Gel in 
general areas and in 
across the site where can 
be easily accessible.

• Implement reminders 
for people to increase 
hygiene from hand wash, 
and avoid touching their 
faces, also to keep 
distance among co-
workers at all times.

• Work From Home Policy 
for Virtual and flexible 
employees. Provide tools 
to make sure people will 
have what they need.

• Encourage self-
reporting, if anybody 
display symptoms they 
should self-quarantine. 
Be clear on what is your 
policy around this.

• Establish Visitor and 
Travel Restrictions. Risk 
approach is key.

• Do not assume people 
will know what the lines 
on the floor mean, it is 
important to provide in 
advance training on 
what is going to be new 
when they return.

• Provide a clear 
instruction about 
Temperature screening 
and what happens if test 
is not pass.

• Communicate what are 
the expectations for 
everyone under this new 
normal.

Examples of Safe Workplace Solutions


