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DISCLAIMER: 
The information in these materials, as well as any additional information provided by the presenters, 
should not be considered legal or accounting advice; attendees should consult with legal counsel 
before taking any actions that could affect their legal rights and should not consider these materials 
or discussions about these materials to be legal or other advice regarding any specific matter.



Margie Bassford
HR Consultant

Margie Bassford is a Human Resources Consultant at Paychex, with over 13 
years of experience in the human resources field. She is a graduate of Keuka 
College with a degree in Organizational Communication, and holds a Master’s 
of Science degree from Ithaca College in Strategic Communication with a 
concentration in HR Management. Margie is a member of the Society for 
Human Resource Management (SHRM) and has obtained the PHR and 
SHRM-CP professional certifications.
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Today’s Host



Kate Hill
Compliance Analyst

Kate Hill serves as an Compliance Analyst at Paychex. She earned her Juris 
Doctorate from the University at Buffalo School of Law and has focused her 
career on representing employers in labor and employment matters. In her 
current role, Kate continues to concentrate in employment law and works on a 
variety of compliance-related issues, including monitoring and analyzing the 
impact of legislative and regulatory changes in employment law, conducting 
compliance reviews, preparing risk assessment reports, and writing compliance 
articles and training materials.
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Rachel Dowling
Compliance Analyst
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Today’s Speaker

Rachel Dowling is a Compliance Analyst at Paychex, with extensive experience in 
analyzing complex legislation and regulations. In her current role, she focuses on 
monitoring the regulatory environment, conducting compliance reviews and 
assessments, and keeping clients informed when changes will impact their 
business. She holds a Certified Compliance and Ethics Professional (CCEP) 
certification. 
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Considerations 
Before Resuming 
Operations
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1. Evaluate Your Staffing Needs
• Determine your target date for re-opening, and decide when you will bring 

employees back to the workplace (as well as timing for others).

• Establish fact-based criteria that are consistent with your legitimate 
business needs, apply them consistently, and document the reasons for 
your decisions.

• Identify which/if employee(s) were terminated and signed a separation 
agreement, and be sure to check the language to see if the rehire requires 
an amendment to the separation agreement.

Considerations:

• Employment decisions cannot be based on reasons that violate federal, 
state, or local law anti-discrimination laws. 

• Employers may also need to consider reductions in pay/hours, schedule 
changes, safety checks and equipment, and additional meals and rest 
break claims.

Considerations Before Resuming Operations
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2. Determine Who Should Work 
Remotely
• Decide in advance what job roles can be effectively handled at home, and 

consider proactively offering employees the opportunity to work remotely.

• Evaluate how having fewer employees at your place of business may better 
allow for social distancing and reconfiguration.

• Consider any individual employment contracts or collective bargaining 
agreements. 

• Factor in compliance with federal, state, and local wage and hour laws. 

Considerations Before Resuming Operations
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2. Determine Who Should Work 
Remotely
Remember:

• Decisions should be based on fact-based criteria and consistent with your 
legitimate business needs, and cannot be based on reasons that violate 
federal or state law.  

• Many employees may be unable to return to work due to lack of childcare or 
because their children’s schools are still closed, while others may be 
concerned because the have a health condition that places them at greater 
risk of COVID-19 complications. Their circumstances may be a covered 
reason or paid leave under the Families First Coronavirus Response Act, 
the ADA, or state and local laws.

Considerations Before Resuming Operations
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3. Update Policies & Procedures
• Determine new COVID-19 related legal requirements. 

• Create and implement any COVID-19 related and other 
policies/protocols (update posters as needed). 

• Ensure new hire and rehire employee documents are ready to 
go, such as the employee handbook, Form I-9 and W-4, etc.

• Determine the status of health plans, cafeteria plans, and 
other fringe benefit plans, such as vision and dental.

• Check employee handbooks or other policies to determine if 
any modifications are necessary.

Considerations Before Resuming Operations
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4. Communicate
If bringing employees back to the workplace, issue a letter or email 
offering return to work, which covers:

• Whether the employee is being recalled/rehired into same position.

• Pay rate.

Note: Employers receiving loans available under the CARES Act and 
who are seeking loan forgiveness for payroll costs have certain 
obligations to restore and maintain compensation and benefits levels.

Considerations Before Resuming Operations
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Workplace Safety 
& Privacy 
Considerations
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Maintaining Social Distance
• Stagger on-site hours and attendance of employees, continuing 

full or partial work from home assignments, etc.

• Reassign or reconfigure workspaces to ensure additional room is 
available. This is especially critical in high traffic spaces where 
people can meet or interact in tight proximity, such as 
entranceways, meeting rooms, and break areas.

• Respect the personal preferences and boundaries around how 
individual employees choose to greet others at work, and make 
sure your other employees do the same.

Remember to check any requirements or guidance from your state 
and local health departments. 

Workplace Safety & Privacy Considerations
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Sanitizing
• Supply hand sanitizer, cleaning wipes, and hand soap for employee 

use throughout the on-site location.

• Remind employees to wash hands frequently, disinfect their work 
space, and practice coughing and sneezing etiquette.

• Prohibit employees from sharing office equipment or work tools 
without sanitizing/sterilizing in between uses. 

• Implement regular cleaning protocols and consistent deep cleaning. 

Workplace Safety & Privacy Considerations
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Safety Equipment
• Consider whether to provide employees with safety equipment, 

such as masks, gloves, face/eye protection, gowns, or other 
equipment suggested by OSHA.

• If either federal/state law or the employer requires employees to 
wear protective equipment in the workplace, the employer must 
pay for it.  

• Additional requirements may also apply if your business is already 
subject to OSHA’s Bloodborne Pathogens standard or other state 
or federal industry-specific requirements. 

Workplace Safety & Privacy Considerations
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Wellness Checks
Temperature Checks
Typically considered a medical exam, but is allowed during the pandemic as an 
attendant precaution.

COVID-19 Tests
Under the ADA, an employer may choose to administer COVID-19 testing to 
employees before they enter the workplace to determine if they have the virus, 
but must use tests that are deemed accurate and reliable by public health 
authorities such as the FDA and CDC.

Asking About Symptoms
If an employee calls in sick, ADA-covered employers may ask the employee if 
they are experiencing symptoms of the pandemic virus.

If an employee has symptoms of coronavirus, send them home immediately.

Workplace Safety & Privacy Considerations
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Medical Privacy
• Employers must maintain all information about employee illness 

as a confidential medical record in compliance with the ADA.

• If an employee tests positive for or is diagnosed with COVID-19, 
employers should: 

• Provide only general notice to other employees – do not reveal identity of 
employee with positive results. 

• Shutter and clean the location.

• Follow CDC and local public health department guidelines.

• Send home all employees who worked closely with that employee for a 14-day 
period of time from their last exposure.

Workplace Safety & Privacy Considerations   
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Supporting 
Employees as 
They Return to 
the Workplace
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Managing Remote Teams
• Set clear guidelines about priorities and deadlines, work hours 

expected, and overall performance goals to be achieved.

• Communicate regularly and consistently, and use video 
conferencing before emails and the telephone. 

• Make project activities available on shared platforms, and make 
calendars visible to everyone to enable easier access when 
needed.

• Help employees protect their time by allowing them to “step away.”

Supporting Employees as They Return to the Workplace
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Addressing Employee Fears
• Explain the procedures you’ve implemented.

• Identify contacts within your organization who can respond to COVID-19 
questions.

• Share copies of your written safety protocol.

• Consider whether specific COVID-19 specific safety training is 
appropriate. 

• Stay on top of these processes, and make sure everyone is complying.

• Maintain an open door policy to hear employee concerns, and do your 
best to address them.

Supporting Employees as They Return to the Workplace
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Handling Complaints/
Refusals to Return
First, understand why they are refusing to return:

Health conditions?
They may be eligible for leave under the ADA, EPSL or state laws.

Caring for someone with COVID-19?
They may be eligible for EPSL, FMLA or other state family leave.

No childcare due to school/daycare closures?
They may be eligible for both EPSL and EFMLA or state mandated leave.

Worried about their safety?
They may be protected under OSHA or the National Labor Relations Act.

Supporting Employees as They Return to the Workplace
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Helpful 
Resources
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Government Resources
Centers for Disease Control and Prevention (CDC)
• Interim guidance for businesses and employers
• Cleaning and disinfecting recommendations

World Health Organization (WHO)
• How to protect yourself
• Situation updates

Small Business Administration (SBA)
• Planning and responding to COVID-19
• Economic Injury Disaster loan program

US Dept. of Labor (DOL)
• FLSA and wage/hour guidelines
• FFRCA Q&A
Equal Employment Opportunity Commission (EEOC)
• Hiring during the COVID-19 pandemic

Occupational Safety and Health Administration (OSHA)
• Guidance for employers on control and prevention of COVID-19 in the workplace

Be sure to check your local city, county and state websites for additional, up-to-date 
guidelines surrounding COVID-19.
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Our Resources
Coronavirus (COVID-19) Help Center
• Responding to COVID-19 at work, including helpful return-to-work resources
• Evolving legislation
• PPP loan application and loan forgiveness estimator
• Payroll processing
• Financial assistance tools and resources
• Health insurance and workers’ compensation

Paychex’s State-by-State COVID-19 Resource Page
With information evolving rapidly about COVID-19, almost every state (and Washington, D.C.) has 
developed a resource page to address the specific FAQs of its residents, as well as unemployment 
insurance benefits, paid leave laws, closures, and more. Paychex has consolidated these resources into 
one, simple page.

payx.me/podcasts
Are you interested in hearing more about today's top business and HR issues? Listen and Subscribe to our 
new “Paychex Business Series Podcast with Gene Marks - Coronavirus” and “The HR Leadership Series.”

Paychex.com/WORX 
Provides the latest recommendations and instructions from trusted sources that could help protect your 
business and employees. Topics include:

o Business contingency planning;
o How to update handbook and workplace policies;
o Evolving federal, state, and local leave laws that cover sick leave, paid leave, and much more.
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Questions?

TO SUBMIT QUESTIONS:

Use the “Ask a Question” area on 
the left side of your screen.
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Thank You!

Disclaimer: The information in these materials, as well as any additional information provided by the presenters, should not be considered legal or accounting advice; 
attendees should consult with legal counsel before taking any actions that could affect their legal rights and should not consider these materials or discussions about these 
materials to be legal or other advice regarding any specific matter.
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TO DOWNLOAD AND 
PRINT A COPY OF 
TODAY’S PRESENTATION:

In the “Event Resources” area on left side 
of screen, click on the drop-down arrow 
and select the file to save/print.


