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COVID-19: Post-Crisis Checklist

Pandemic Response Team Members

	Role
	Name
	Contact Information

	Manager
	
	

	Employee Access Control Lead
	
	

	Virus Prevention & Protocol Lead
	
	

	Sanitation & Disinfection Lead
	
	

	Communications & Training Lead
	
	

	Personal Protective Equipment (PPE) Lead
	
	




	
#

	Task
	Responsible
	Complete (Y/N)
	Date

	Work Continuity

	Work assessment

	
	Assessment of change in available work and impact to workforce

	
	
	

	
	Identify which roles are business critical:
(what work is mission critical and what can be deferred/deprioritized)

	
	
	

	
	Conduct workforce skill assessment to identify gaps and redundancy
· Update job descriptions as necessary
· Catalogue skill inventory

	
	
	

	
	Identify which roles must remain on-site

	
	
	

	
	Identify which roles can be completed remotely

	
	
	

	
	Plan for controlling the number of workers and other people at your workplace.
	
	
	

	
	Assess whether any workers can move to rotating shifts rather than a fixed schedule to decrease number of employees on-site at any given time

	
	
	

	
	Assess current succession plan and preparation for increased absenteeism

	
	
	

	
	Assess availability and application of Federal and Provincial aid programs:
· Canada Emergency Business Account
· Business Credit Availability Program
· Canada Emergency Wage Subsidy
· Work Sharing Program
· Canada Emergency Commercial Rent Assistance
· Available tax deferrals
· Other:



	
	
	

	
	Assess workforce leavers:
· Work sharing
· Redeployments
· Temporary lay-offs and returns
· Promotion freeze
· Salary freeze/reductions
· Other:


	
	
	

	
	Align approach to lay-offs:
· Develop transition plan and support
· Determine necessary notice periods and severance
· Budget accordingly

	
	
	

	Recruitment and Talent strategy

	
	Forecast available work as organization re-establishes and the plan for staff required at each stage


	
	
	

	
	Create staffing strategy
· Sourcing strategy 
· Re-engaging temporarily laid of employees
· Contingent workforce
	
	
	

	
	Organize recruitment team
· Job advertisement creation
· Determine interview strategy/approach
· Generate interest; build candidate pipeline and applicant pool

	
	
	

	
	Other:





	
	
	

	CORE HR Readiness

	Policy Updates

	
	Remote Workers/Work from home policy

	
	
	

	
	IT Policies

	
	
	

	
	Travel Policies

	
	
	

	
	Social/Physical distancing protocol

	
	
	

	
	Covid-19 at risk employee and symptomatic employee protocols

	
	
	

	
	Hygiene and handwashing policy

	
	
	

	
	Proper use of available PPE protocol

	
	
	

	
	Company provided transportation policies

	
	
	

	
	Review agreements with general contractor/sub-contractors

	
	
	

	
	Anti-discrimination policy & practices

	
	
	

	
	Insurance Policies

	
	
	

	
	Review Leave Policies 
· Sick leave/Medical
· Return to work policy and procedures
· Vacation
· Holiday
· Overtime
· Bereavement
· Family leave
· Wellness
· Other:


	
	
	

	
	Review and update any form letters:
· COVID LOA employee acknowledgement
· Leave letters
· Other:


	
	
	

	
	Review employee handbook for any necessary updates or changes

	
	
	

	
	Communicate all changes to employees and have them sign acknowledgements

	
	
	

	Program updates

	
	Review and update company Benefits programs 

	
	
	

	
	Review employee performance review program 
· Assessment and revision of targets and payouts
· Communicate revisions

	
	
	

	
	Compensation Programs
[recalibrate goals/targets & communicate]
· Annual salary adjustments
· Sales/Commission Programs
· Incentive/Bonus Programs
· Equity Programs
· Other

	
	
	

	
	HR Programs
· Service awards
· Culture oriented initiatives

	
	
	

	Changes to employee/employer relationship

	
	Review contract/employment letters. 
Revise as necessary.

	
	
	

	
	Revision of job description and job duties to suit current and upcoming business needs

	
	
	

	
	Update changes to new employee on-boarding

	
	
	

	
	Other:




	
	
	

	Workplace Readiness

	
	Establish Pandemic Response Team and assign responsibilities and communication cadence
	
	
	

	Train Employees

	
	Educate and train employees about COVID-19 
· symptoms and prevention
· Company protocol and workplace changes 
· New ways of doing business
· Establish plan to monitor employee wellness
· Other:



	
	
	

	
	Identify why, when and how to use PPE
· Provide appropriate PPE usage training to employees

	
	
	

	
	Identify clear protocols and obligations for employees at risk
· Communicate to employees

	
	
	

	
	Identify key resources for employees
· Communicate to employees

	
	
	

	Site protocol & procedures

	
	Conduct a walk-through of workplace to identify specific conditions or tasks that may increase the risk of exposure of your workers to COVID-19.
	
	
	

	
	Ask workers where potential exposures may occur and how they think exposures can be controlled.
	
	
	

	
	Develop controls that will eliminate or minimize the risk of exposure
	
	
	

	
	Establish deep-cleaning and disinfection protocol

	
	
	

	
	On-site health screening protocol

	
	
	

	
	Conduct preventative material inventory

	
	
	

	
	Establish site isolation protocol & procedures

	
	
	

	
	Prepare protocol for worksite containment and contamination 
· Communicate to employees

	
	
	

	
	Post appropriate notices and signage

	
	
	

	
	Establish audit procedures and process
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