HR ASSURED NZ
COVID-19 Level 3
Return-to-work checklist

As you prepare to return to some level of operations at the end of a Level 4 Lockdown, there are a number of important measures you need to implement to ensure this to be done safely and in accordance with the Government’s guidelines. 
The move in business, from Level 4 lockdown to Level 3 Alert, is defined as a move from ‘essential operations only’ to ‘safe operations only’. It has been stipulated that if a business cannot operate ‘safely’, they should not re-open.
We realise that no single checklist can capture the specifics of each business’s circumstance, and each business should be careful to examine their own unique processes and operations to ensure that they create a safe working environment for their employees.
Generally, to operate ‘safely’, each business should do several things before commencing operations, including:
· Assess the current state of all or any part of your business that has been locked down and not operational, for safety.
· Develop new business processes or modify existing ones, to enable safer operations following Government requirements.
· Communicate, consult, and explain new work processes so that employees are involved and able to contribute to and support the changes.
· Create a means to communicate, remind and reinforce your new work processes, so that there’s a strong uptake across your organisation.
· Regularly assess and improve those measures where necessary.
To help you establish a safe working environment for employees, we’ve created this checklist. To use this checklist, and complete your safe return to work plan, simply work through the steps below. If you have any questions along the way, don’t forget we’re here to help, so get in touch with us. 


BUSINESS DETAILS
	Business Name
	
	Department / Site
	

	Prepared By
	
	Approved By
	

	Prepare Date
	
	Approved Date
	

	 Prepare Signature
	
	Approved Signature
	

	Distribute to
	
	Distribute Date
	

	Display locations
	
	Display date
	



1. Check for specific restrictions on your business category.
	Business category
	Restrictions / permissions
	TRADE?

	
	
	YES
	NO

	
	
	☐	☐
	
	
	☐	☐
	
	
	☐	☐
	
	
	☐	☐
	
	
	☐	☐


2. Decide who can/should continue to work from home and who cannot.
	Employee role
	Comments / WFH requirements
	WFH?

	
	
	YES
	NO

	
	
	☐	☐
	
	
	☐	☐
	
	
	☐	☐
	
	
	☐	☐
	
	
	☐	☐


3. Decide the return-to-work plan and who will return to work in each phase of that plan.
	Return to work phase
	Which team/who will participate?

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


*Understand the need for fairness and as far as is possible and safe, the equitable distribution of available work and earning potential amongst all employees 
4. Conduct a health and safety check of your business.
	Department/area
	Inspection done / hazards & risks identified 
	SAFE?

	
	
	YES*
	NO

	Reception/waiting areas
	
	☐	☐
	Desks, printers etc
	
	☐	☐
	Kitchen and meal areas
	
	☐	☐
	Ablutions
	
	☐	☐
	Meeting room/s
	
	☐	☐
	
	
	☐	☐
	
	
	☐	☐
	
	
	☐	☐
	
	
	☐	☐
	
	
	☐	☐
	
	
	☐	☐

*New Safety Plan attached

5. Conduct a health and safety check of sites where your business may operate.
	Site and main PCBU
	Inspection done / New Site Safety Plan exists
	SAFE?

	
	
	YES
	NO

	Reception/waiting areas
	
	☐	☐
	Rest/break and meal areas
	
	☐	☐
	Ablutions
	
	☐	☐
	Meeting rooms
	
	☐	☐
	
	
	☐	☐
	
	
	☐	☐
	
	
	☐	☐
	
	
	☐	☐


6. Conduct a health and safety check of equipment.
	Equipment
	Safety concerns and how you will address them
	SAFE?

	
	
	YES
	NO

	
	
	☐	☐
	
	
	☐	☐
	
	
	☐	☐
	
	
	☐	☐
	
	
	☐	☐
	
	
	☐	☐


7. What needs to change for us when doing business at level 3?
	Area of Risk
	How we will minimise / eliminate this risk

	
	

	
	

	
	

	
	

	
	

	
	



7.1. How to establish routines for good hygiene in the workplace.
	Routine
	How we will do it

	PPE (masks and gloves)
	

	Hand washing
	

	Cleaning routines
	

	Sanitiser / soap availability
	

	Equipment cleaning
	

	Ventilation
	

	Do we need to make these mobile? (in cars / trucks)
	

	Do we have reliable suppliers?
	



7.2. How to build physical distancing into the workplace.
	Area
	How we will do it

	In waiting / reception areas
	

	Between office workers
	

	Between team members
	

	With clients and customers
	

	In meetings
	

	In enclosed spaces/cars/trucks
	



7.3. What is our plan for client / customer contact and relations?
	How we will keep our clients and customers safe:

	

	

	

	



7.4. Are there new/different risks and hazards as a result of the pandemic?
	Area
	How we will minimise / eliminate these new risks

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	



7.5. Consulting and communicating the proposed and final plans with employees.
	Groups of employees / individuals
	How we will consult / communicate

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	



8. How to deal with sick/potentially sick people in the workplace.
	What should an employee do if they feel ill / show possible symptoms
	Who should they communicate with

	
	

	
	

	
	

	
	



9. How to manage exposure / risk of exposure to COVID-19.
	Risk
	What we will do
	Who we will tell

	Possible exposure
	· 
	· 

	Definite exposure
	· 
	· 

	Possible COVID-19
	· 
	· 

	Definite COVID-19
	· 
	· 



10. What is your business plan if an infection occurs?
	Step
	What we will do
	By when

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	6
	
	

	7
	
	

	8
	
	

	9
	
	

	10
	
	



NOTES:
	




















We know that keeping up with changing advice around alert level restrictions is time-consuming and complex, and we hope you found this return-to-work checklist helpful. If you need advice on managing your people and workplace at Level 3,  HR Assured can help you.
For HR Assured clients, contact our 24/7 Telephone Advisory Service.
Not an HR Assured client and need some advice? Contact us today to arrange a confidential, no-obligation chat. Call 0800 568 033.
Disclaimer
The material contained in this document is intended for general use only and should not be considered to be complete or definitive. Readers should obtain professional legal advice before acting or relying on any material contained in this document. Your use of this information is not intended to, nor will it create any relationship of client and solicitor. Note that the sending of your details and/or enquiry to HR Assured does not create a contractual or legal relationship or retainer between us. A relationship or retainer is only created when an express agreement is on an agreed basis.
Last updated August 21.


