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camera
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aren’t 
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Add 
comments 

or questions 
in the chat

Problems?  
Message Alex 

Barbat, our 
technical host
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Overview

Background Information

Pandemic Preparedness

Key learnings that can guide RTWP

• Phased RTWP
• Organization, Roles & Responsibilities
• Worker Confidence
• Communication
• Cleaning
• Space Management
• Training Site Access
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Massachusetts Specific Workplace Safety Standards 
for Office Space to Address COVID 19  

Over 95% of what presented today is required by the state of Massachusetts



WHO Pandemic Model 
Phases

Phase

⬤ Preparation Normal Operations Normal Operations

⬤ Alert
Normal Operations

Communications
Hygiene & Cleaning

Partial return to 
normal operations.

Communications
Hygiene & Cleaning

⬤ Epidemic / Pandemic

Adapted operations to maintain activity 
with critical functions at site.

Minor / non- critical interruptions
Support functions work from home

Strict social distancing; hygiene & cleaning

Recovery 
phase

⬤
Catastrophic 
Business 
Interruption

In rare situations
Catastrophic Interruption to site 

operations 
Business Head Authorisation required to 

Activate BCP
Critical Processes / Life Saving Medicines

Limited Workforce
Masks offered / provided 



Pandemic Plan Vs Business Continuity Plan

Pandemic Preparedness Plan

Objective:
Prevent transmission of the virus in the 

workplace and in the community

Business Continuity Plan

Objective:
Recover, restore and resume critical processes 

back to normal operations

PPP Coordinator BCP Coordinator    

• Protect people 
• Maintain normal operations (when possible)
• Communication
• Social distancing
• Hygiene
• Cleaning
• Travel
• Medical Management

• Maintain people, site access control and critical asset 
protection

• Maintain communication internal / external
• Manage patient safety reporting, compliance & 

regulatory requirements
• Ensure critical payments
• Maintain payroll processes
• Maintain continuity of critical trial operations
• Ensure supply of life saving and high critical medicine
• Life Saving Drugs / Critical Products / Critical Processes
IA
• Define Recovery Time Objective & Maximum Tolerable 

Outage
• Define staff requirements
• Identify all critical vendors

Business 
Resilience

CDC Pandemic Preparedness Checklist



Where are we today?

https://www.nytimes.com/interac
tive/2020/us/coronavirus-us-case
s.html

https://www.nytimes.com/interactive/2020/us/coronavirus-us-cases.html
https://www.nytimes.com/interactive/2020/us/coronavirus-us-cases.html
https://www.nytimes.com/interactive/2020/us/coronavirus-us-cases.html


Fig. 3 Invasion scenarios for SARS-CoV-2 in temperate regions.

Stephen M. Kissler et al. Science 2020;368:860-868

Copyright © 2020 The Authors, some rights reserved; exclusive licensee American Association 
for the Advancement of Science. No claim to original U.S. Government Works. Distributed 
under a Creative Commons Attribution License 4.0 (CC BY).

(A) A short duration (1/σ3 = 40 weeks) of SARS-CoV-2 
immunity could yield annual SARS-CoV-2 outbreaks. 

(B) Longer-term SARS-CoV-2 immunity (1/σ3 = 104 
weeks) could yield biennial outbreaks, possibly with 
smaller outbreaks in the intervening years.

(C) Higher seasonal variation in transmission (f = 0.4) 
would reduce the peak size of the invasion wave but 
could lead to more severe wintertime outbreaks 
thereafter [compare with (B)].

(D) Long-term immunity (1/σ3 = infinity) to SARS-CoV-2 
could lead to elimination of the virus.

(E) However, a resurgence of SARS-CoV-2 could occur as 
late as 2024 after a period of apparent elimination if 
the duration of immunity is intermediate (1/σ3 = 104 
weeks) and if HCoV-OC43 and HCoV-HKU1 impart 
intermediate cross-immunity against SARS-CoV-2.



Learning 1:  Phased RTWP 
Ex: 1000 Employees 2 Teams, 4 Phases @ 25%/Phase

T0 = Get your site ready (Cleaning, Communications, Space Mgmt. etc.)
T1 (2 weeks) = 25% Return
T2 (4 weeks) = 50% Return
T3 (6 weeks) = 75% Return
T4 (8 weeks) = 100% Return



Worker Confidence

Key Learning 1:

Regular worker communications and Q&A sessions, visible management commitment and 
presence, Supportive HR Policies and Programs, consideration of child/family care needs, 

voluntary participation, alignment with public health data & government orders, masks policy, 
workers training  etc.

Access Control
Access Screening

Temperature 
Screening

Personal Hygiene
Facility Cleaning

Personal Protection 
and Surgical Masks

Social Distancing
Visitor Restrictions

Site signage
Occupational Health 
Case Management 

 Quarantine
Immunity Testing?

Worker Training
Communications

Critical Processes
Critical Projects

Business Strategy
WFH strategy
RTW Strategy

ID Critical Workers
ID Critical Contractors 
ID Critical Suppliers
Business KPI Data  

2020 Priorities
BCP Alignment

Business Crisis Team

Pandemic Preparedness Plan Business Continuity

Return to Work Governance

Global Crisis Committee
Responsible for RTW Approval 

Country Crisis Committee

Site Pandemic Preparedness Teams
Pandemic Coordinator

HSE

Communications

Facility
Management

HR

Security

Business Continuity

Procurement

Occupational 
Health Legal

Information 
Technology

Executive Committee

Finance

Learning 2:  Pandemic Organization & Roles and 
Responsibilities

Prevent Virus Transmission Restore Business 
Operations



Learning 3:  Communications

• General 
communications,  
awareness and 
need-to-know

• Signs, posters and labels
• Rules, requirements, 

instructions, training
• Town hall style events
• COVID Policies
• FAQs
• COVID information 

webspace



Communications Examples 

• Face covering requirements/rules
• Site Capacity Limits
• Directional hallways and signage
• Guidance on vulnerable populations
• How to adjust, wear, remove and dispose a mask
• Hand hygiene – Soap and Water
• Hand hygiene – Hand Sanitizer
• Respiratory etiquette reminders
• Hand Hygiene reminders
• Social/physical distancing rules and signage
• Room and hallway markings and signage

• Meeting room capacity
• Elevator Capacity (1 person)
• Site access screening questions



Learning 4:  Site Cleaning Strategies

• Normal cleaning & frequency
• Enhanced cleaning & frequency
• Continuous cleaning of common touch 

points
• Suspected or confirmed case cleaning (pre 

& post waiting periods)
• Cleaning supplies
• Cleaning staff (# of cleaners, PPE, Safety)
• Self Cleaning responsibilities 

A Suspected of confirmed case areas to be cleaned must remain undisturbed for a minimum of 72 
hours (3 days) OR a minimum of 12 air changes has taken place to be cleaned. 



At Your Desk

19

Please remember not to move chairs, or attempt to sit in any seat which has been closed

• You can select your seat location upon arrival to your workspace
• A green/red card will be at each available seat. Any time you leave your seat, and at 

the end of the day when you leave for the day please turn the card to the red side 
so we will know the space requires cleaning and sanitizing

• Never sit where you see a red card
• Remember to please wear your mask at your desk unless you are >6 feet physically 

distanced and are consuming food or a beverage
• Only one person is allowed in a huddle room

• Wipe huddle room surfaces with disinfecting wipes before and after use
• Please do not use other peoples’ phones or other equipment/devices

This seat is not available

What if I need to print? Or if I want a cup of coffee?

Green & red card at 
each available seat

(front side green, back 
side red)



Cleaning/Protecting High Touch Electronics



Learning 5: Space 
Management



Cafeteria/Conference 
Space Management



Protective Barriers



Moving People Safely



Rest Rooms



Key Learning 6:  Training
• Before you leave home

• Self check, signs and symptoms, when to stay home, 
vulnerable populations, what to do if you need help; 
what to do if you do not feel good, resources

• Arriving at the site
• Health Screen ?, Temperature scan, sanitary/mask 

requirements, what to do if you feel ill

• Specific ways of working while on site
• How the virus spreads, distancing, respiratory and 

hand hygiene, how to wear a mask

• Safe workspace policies, cleaning & cleaning 
responsibilities, common space policies (Elevators, 
pantries, conference rooms, copy rooms)

• Site Services (Cafeteria, Mail, Shuttle, parking)

• Returning home
• Mask protocol and disposal, clean/disinfecting 

self/clothes and equipment



Key Learning 7:  Access 
Management



Temperature Screening



Putting it all Together

Many steps to accessing a site: distancing, crowd management, flow management, temperature 
screen, hand cleaning, mask distribution, screening questions and affirmation to security



Learning 8: Suspected or 
Confirmed COVID Case 
Management

• Detect suspected cases
• PPE - Mask & Glasses
• (N95 mask medical team / Surgical 

mask for case)
• Isolate in a room
• Refer for medical assessment
• Identify close contacts
• Monitor results
• If confirmed - manage close contacts 
• Support recovery 
• Return to work



Thank you



Thank you
Next meeting: Tuesday, May 18  at 1 p.m. 


