
COVID -19: Employer’s Guide to 
Reopening…the New Norm

1



2

Atlas Insurance Agency

Vince has been with Atlas Insurance Agency for over 20 years. He is currently responsible for Organizational

Management and Client Consulting Services for Atlas Insurance. His responsibilities include managing the largest

broker service team in the State of Hawaii that includes the Risk & Claim consultants and other organizational areas

such as training/education, professional development, and other management initiatives. Over the years, Vince has

worked with many businesses in the State of Hawaii in designing and implementing safety & other related risk

management programs.

Vince has been a public speaker for many risk management and safety seminars and has over 30 years of experience.

Vince is a graduate from the University of Hawaii. He is a licensed producer and holds various designations and

certifications.

Vincent T. Miyoi
Senior Vice President, Organizational Management/Client Consulting Services  

Joey Barroso
Risk Consultant, Client Consulting Services

Joey originally began his career in our Commercial Insurance, Property and Casualty division. He brings Corporate

Wellness experience along with professional experience in Human Resources, Operations, and Retail. Coupled with his

client relationship background, Joey sees his transition to the Risk Control and Claims Management unit as a natural

path.

Joey has earned his Bachelor of Science in Sociology and his Master of Business Administration from Boise State

University. He is a licensed producer and OSHA certified in both General Industry and Construction.



Think about...
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What has your 
company 
learned?

01
What are the 
opportunities?

02
What changes 
will your 
company 
adopt?

03
What does the 
new norm 
look like?

04
Next steps?



Covid-19: Facing Back to Work Challenges
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Social distancing
Employees with 
chronic health 

conditions
Absenteeism

Bringing 
employees back 

too early

Employees 
comfortableness 
with returning to 

work

Exposure to 
COVID-19



COVID-19: US Recovery Efforts 

5

As some of  the states re-open the US  
experienced new case surge: 
May 5 – 20k cases
May 6 – 25k cases
This is worrisome as people begin to travel.

Issues with access to testing, disjointed 
services such as childcare and educational 
bodies, inconsistent  re-opening phases of 
states, businesses and travel have caused 
confusion.

Industries with the biggest hits:
Retail, Food & Beverage, Transportation, 
Hospitality, and Manufacturing,
Unemployment: upward trending
Approx. 15% 

Some industries, like tourism, don’t expect 
to return to normal business until next year 
at the earliest, if ever.



Covid-19: Hawaii Phase 1 & 2
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Flattening the curve with new cases on a downward trend helps moves HI onto the next phases.

Stay-in –Shelter extended to May 31st

Re-open various low risk industries have commenced

Safer-in-Shelter  (includes Phase 2 with limitations and protocols) extended further until June 30th

Re-open various medium risk industries with limitations

14 – Day quarantine for all travel arrivals still in effect through end of June
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Covid-19:
Re-opening, now 
what?

• Getting employees back to work will depend on 
other services that impact a parent – Schools, 
childcare, etc.

• It will not be a coordinated effort.

• Going back to the office needs to be gradual.

• Bring employees back in phases.

• Bring employees back too soon may have 
consequences.

• Taking chances with the health of employees 
both morally and legally.

• Remember…as an employer you are still obligated to 
providing safe workplace under the Occupational 
Safety and Health Act.

• Formalize your approach! 8



Covid-19: Formalized Approach

Create a Pandemic Back to Work 
Plan (PBWP)
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Covid-19: Guidelines to a PBWP

• Statement of Commitment

• Safety & Training Prevention:

• Social Distancing

• Temperature Checks

• Masks (PPE)

• Cleaning & Disinfecting

• Employee Responsibilities

• Sick Employees & Absenteeism
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Covid-19: Guidelines to a PBWP 
Continued...
• Sample Policies & Procedures:

• Teleworking

• Flexible Sick Leave

• Support Best Practices for 
Employees, Customers & Visitors:

• Respiratory Etiquette

• Hand Hygiene

• Business Travel Precautions

• Meetings and Gatherings 
Precautions

• Employee Assistance 
11



PBWP: Company Statement of Commitment
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Your company has developed a plan to 
ensure the safety of your employees. The 

following areas will be followed and 
addressed according to the Occupational 

Safety and Health Administration (OSHA).

Your company will coordinate with Hawaii 
State health officials so timely and accurate 

information can guide appropriate 
responses. Local conditions will influence 
the decisions that public health officials 

make regarding community-level 
strategies. CDC has guidance for mitigation

according to the level of community 
transmission or impact of COVID-19.



PBWP: Prevention
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Goal: Focus more on prevention...spend less time on COVID-19.

Reduce & minimize your risk & exposure

Safety & Training Program



PBWP: Prevention
Social Distancing
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SOCIAL DISTANCING MEANS AVOIDING LARGE 
GATHERINGS AND MAINTAINING DISTANCE 

(APPROXIMATELY 6 FEET OR 2 METERS) FROM 
OTHERS WHEN POSSIBLE.



PBWP: Prevention
Social Distancing – Work Space
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Flexible / rotation 
work hours

Alternating Workday
Rotations
(M/W/F or T/Th)

Restructure office 
seating for 6 feet 
distancing

Flexible worksites 
(e.g., telework)



PBWP: Prevention
Social Distancing – Common Areas
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No loitering in 
common areas, by 
appointment. only

Restrooms will only 
have (2) two individuals 
at a time

Lunchroom areas
will require social 
distancing

Small breakroom will 
only have one (1) 
person at a time



PBWP: Prevention
Social Distancing – Interaction with Others
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Increasing physical space 
between employees and 
customers or visitors

Delivering services remotely 
(e.g. phone, video, or web)

Receiving / Delivering will be 
managed and controlled 
by central area

All incoming mail and 
products will be disinfected 
before being distributed 
throughout office



PBWP: Prevention
Temperature Checks

• The Equal Employment Opportunity 
Commission (EEOC) gave employers 
the green light to take employees' 
temperatures to try and ward off the 
spread of the coronavirus in guidance 
updated March 18.
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PBWP: 
Prevention
Temperature 
Checks

• Because the Centers for Disease Control and Prevention (CDC) 
and state and local health authorities have acknowledged fever 
as a major symptom in the spread of COVID-19 and have issued 
related precautions, employers may measure employees' body 
temperature.
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PBWP: 
Prevention
Temperature 
Checks

• “Self-Checking” is another option designed to address the 
threat to the workplace.  An employer may provide a 
thermometer, but protocol must be consistent.

• For example, only employees who interact with co-workers, customers or 
the general public on behalf of the employer may need to check their 
own temperature.

• Employers also can require employees to stay home from work if their 
temperature equals or exceeds 100.4°F and to report this symptom of 
COVID-19 to the employer.
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Remember…

Some people with COVID-19 do not 
have a fever and some people with 

a fever do not have COVID-19.

So what do you do?  



PBWP: Prevention
PPE - Mask Guidelines

• Can you require a cloth or face mask in the workplace?

• Providing PPE for employees 

• Safety Program Compliance

• Education & Training

• Documentation
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PBWP: Prevention
Cleaning & Disinfecting
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Increase frequency of porter 
services of general areas 
throughout the day.

Common areas, reception areas, and high traffic areas should be on a regular cleaning schedule.

Utilize a vendor for “Spray 
Down Services”.

Check with cleaning professionals for rates and procedures.

Employees or porter crews 
will routinely disinfect high-
touch areas:

Door handles, refrigerators, microwaves, sink area, drawers, elevator buttons, and other areas 
frequently touched.

Employees will frequently 
clean and disinfect personal 
space surfaces.

Workstations, keyboards, telephones, printers, fax machines, etc.

Do not share personal items. Phones, desks, offices, or other tools and equipment. If necessary, clean and disinfect them before and 
after use.

Clean surfaces using a 
detergent or soap and water 
prior to disinfection.

This is a2-step process.  Most common EPA-registered household disinfectants should be effective as 
per manufacturer’s instructions (e.g., concentration, application method and contact time, etc.).

Provide  assess to 
disinfecting products 
commonly used. 

To disinfect, use products that meet EPA’s criteria for use against COVID-19, and are appropriate for 
the surface.



PBWP: Employee Responsibilities
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Complete Covid-19 Questionnaire before returning to work.Complete

Adhere to social distancing, wearing cloth face masks, hand hygiene, and respiratory etiquette.Adhere

Follow the policies and procedures of your employer related to illness, cleaning and disinfecting, 
work meetings, and travel.Follow

Understand work practices, such as staggered hours or alternate working days with telecommuting, may be a 
new norm. Understand



PBWP: Employee 
Questionnaire

• CDC currently recommends against requiring 
certifications from health care providers due to the 
potential burden.

• Carefully consider whether your company will require 
return-to-work certifications.

• Create a questionnaire with relevant COVID-19 medical 
information which will be treated confidentially under 
the American Disability Act (ADA).

• Remember, any employment action taken based on 
the answers to any inquiry must be non-
discriminatory.
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PBWP: Sick 
Employees & 
Absenteeism

• Employees must take steps to protect themselves at work and 
at home.

• Stay home if you are sick, except to get medical care.

• Inform your supervisor if you have a sick family member at 
home with COVID-19.

• If a sick employee is suspected or confirmed to have COVID-19, 
respond with cleaning and disinfection recommendations from 
CDC.

Remember: Older people and people with serious chronic medical 
conditions are at higher risk for complications.
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PBWP: Find Policy & 
Guideline Samples @
www.atlasinsurance.com
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http://www.atlasinsurance.com/


PBWP: Sample Policy Best Practices
Teleworking Pros & Cons
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Pros
Increased productivity

Fewer costs

Increased employer flexibility

Healthier employees

Cons
Disengagement

Lack of collaboration

Technology and security 
concerns

Legal Issues
Property

Privacy

Security and Confidentiality

Payroll Records and 
Compensation

Employer Liability

Overtime



PBWP: Sample Policy Best Practices
Flexible Sick Leave
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Who Qualifies
Employers

Employees

How it works
Using Paid Sick Leave

Employer Notice Requirements

Compensation

Tax Credit

Enforcement



PBWP – Support Best 
Practices
Respiratory Etiquette 

• Sneezing into tissue or elbow of arm

• No touching of face

• Face mask wearing

• Practicing Social Distance

• Disinfecting

• Staying home if sick
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PBWP – Support Best Practices
Hand Hygiene

• Wash your hands for 20 seconds

• Use soap and water or;

• Alcohol-based hand rub (ABHR) with greater 

than 60% ethanol or 70%  isopropanol
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PBWP: Support Best Practices
Business Travel
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Companies will need to rethink the need for travel to meetings and conferences.Rethink

Companies may learn that virtual meetings may not have all the same benefits of physically attending a 
meeting or conference, but the savings may outweigh the cost.Learn

Adapt by eliminating or postponing non-essential travel, not limited to client visitations, conferences, training, 
etc. All travel must be discussed, justified, and approved before making any travel arrangements.Adapt



PBWP:
Support 
Best 
Practices
Meetings & 
Gatherings
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Embrace on-line platforms as an integral part of hosting or 
attending meetings.

No meetings in private offices to ensure social distancing. Private 
meetings shall be held in conference rooms.

If necessary, meetings will be in small groups only (6 employees 
max) or determined based size of room where meeting is held.

Eliminate or postpone all non-essential vendor and 
client meetings.



PBWP – Support Best Practices
Employer Assistance Program
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Empathy Be empathetic in your communications, as every employee’s situation may be different.

Inclusion Communicate the future of the business with employees often.

Encourage Encourage employees to take advantage of any tele-mental health services to preserve their mental well-being.

Guidance Highlight employee benefits that employees might not know about to relieve any financial stress.

Educate Provide as much information as possible about the pandemic.

Collaborate Ask for suggestions to rectify problems.

Transparency Be open with employees about management decisions.

Reassure Reassure them of their value to the company and the company’s desire to keep them as members of the team.

Acknowledge Acknowledge employee fears surrounding their jobs and the company.



PBWP – Disaster Preparedness
Not if, but when

• If you were not ready this time around…

• Review and improve policies and procedures

• Technology Assessment and budget planning

• Strenghts vs. weaknesses
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The New Norm
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It will take courage It will take 
community

It will take 
confidence



THANK YOU 

Contact Us

For more information:

• Vince Miyoi 808-533-8719 or 
vmiyoi@atlasinsurance.com

• Joey Barroso 808-533-8713 or 
jbarroso@atlasinsurance.com

Location:

• Atlas Client Consulting Services 

201 Merchant Street, Suite 1100
Honolulu, Hawaii 96813

Visit us on the web for our resources:

• www.atlasinsurance.com
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http://www.atlasinsurance.com/

