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Gallagher’s Small
Business experts
can help your:

PEOPLE by supporting
the health, safety and
wellbeing of you and your
employees

PROPERTY by
monitoring and
mitigating potential virus
rebounds or outbreaks

Return To Workplace Guide

Building Confidence. Together.

These are unprecedented times — our
communities, families, employees and
organizations as a whole have all been
impacted by the COVID-19 pandemic. The
decision and process for returning to the

workplace can be complex and encompasses

a variety of key aspects — starting with a
safe, clean and secure workplace.

Fostering the wellbeing of employees and
an organization can mean many things

— it goes beyond the physical health of
your people and the bricks and mortar of
the buildings in which you work.

It includes the way people connect, the
stress and worries they may face personally
and professionally, the work products they
create, teams they lead and the culture that
drives it all.

The connection between organizational
wellbeing and risk management has never
been more apparent or more important.

The opening of previously closed facilities
and office buildings following the pandemic
requires careful planning and consideration.
As local, state and federal authorities
evaluate and begin to loosen shelter-in-
place orders and other restrictions, small
businesses must take into consideration
risk management, human resources and
operations . Thinking about these three
aspects together will ensure that your plan
of action addresses potential challenges

to protect your people, property and
organization.

This guide is designed to be an initial
approach in helping you develop an action
plan guiding those decisions. It will also
help you understand how Gallagher can
help provide the services and resources
you and your organization need during the
pandemic recovery process.

5-Step Process to Returning to the Workplace

Eligibility To Reopen

Employees: Implementation Policies and
Procedures by Role and Function

Facilities And Equipment: Sanitization,
Life Safety, Building System and Social Distancing

Operations Supply Chain And Third Party
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Eligibility To Reopen

Employees: Implementation
Policies and Procedures by

Role and Function

Facilities And

Equipment: Sanitization,
Life Safety, Building System

and Social Distancing

Operations Supply
Chain And Third Party

Customers, Clients

And Public

Gallagher Forecast: Real-time
COVID-19 geographic case
monitoring and tracking

Federal/local government

Case data

Infection prevention measures
Social distancing and hygiene
Personal protective equipment

Proactive claims management

Employee assistance programs

Compensation and benefits
modifications

HR policy considerations

Cleaning and decontamination

Industrial hygiene and
engineering

Protection and response

Product, services and partners

Distribution/transportation/
deliveries

* Business continuity planning

Contact points

Communications consulting

* Waivers and notices

« Claims reporting support
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Key Questions To Consider

Gallagher has gathered a library of questions for employers to consider when determining a return to workplace plan.

Your Workplace » Do we need to change our policies to encourage employees

What federal, state, or local guidelines and regulations apply to
our organization and people as we contemplate returning to the
workplace?

Are we prepared and able to comply with all federal, state and
local return to workplace guidelines?

Have we developed a site-level weekly work schedule that will
allow us to meet our clients’ needs while also ensuring our
employees’ safety and our compliance with relevant guidelines
and regulations?

Do we have a risk management process in place to cover worker
re-entry and to account for new risks?

Have we defined customer and visitor contact protocols?

Can staff work remotely? If not, have we prioritized workers to
return to our physical site(s)?

How will we treat remote work moving forward?

» Staggering weeks on site and at home among team members,
or part-time remote work on alternate weekdays.

» Responding to employee requests to continue to work from
home, including long-term arrangements.

» Updating technology to support virtual work.

» Considering the long-term cost savings or impact of offering
permanent remote work.

How will we manage and deliver the same opportunities and
benefits to our remote workers, as compared to those working
onsite?

For employees returning to a physical site, will we need to provide
them with safe alternatives to local public transportation options?

Can we develop and maintain return to workplace schedules?

Do we need to account for any childcare issues that our
employees may have, especially given that almost all school
districts remain closed?

What tools and processes have we established to ensure that we
are ready to begin operations?

Have we considered how new processes and risk controls will be
monitored for operating eectiveness?

Have we considered what steps we should take to implement
temperature checks?

Can we use contact tracing for employees and visitors to help
reduce the risk of spreading COVID-19?

Should we introduce sanitization protocols and more frequent an
stringent cleaning protocols?

to clean their work spaces, take time to clean their hands and
promote our new safety protocols?

Will we require our employees and visitors to wear personal
protective equipment (PPE), such as masks when they are onsite?
If yes, can we acquire enough PPE?

Do we have guidelines for physical distancing for our employees
while they are at work?

Do we need to retain healthcare professionals or third-party
vendors to implement our mitigation strategy, such as, screening
and/or temperature taking?

Do we have a targeted notification plan for notifying individuals
at risk of exposure?

Do we have a policy on immunity or disease testing?

Have we developed a policy around business and personal travel
for our employees?

Do we have a policy on whether we will allow visitors?

Do we have a contingency plan in place if there is a significant
spike in COVID-19 cases during the return transition period?

Your People

* Are we prepared to transition from crisis management to return

to work?

How do we help employees feel safe and comfortable as they
return to their workplaces?

How will we respond if an employee does not feel safe coming
back to a physical work site, even though that employee
cannotwork remotely?

How do reductions in hours of service, furloughs, or layos impact
employee status for purposes of the ACA?

Do we have a plan to address the mental and emotional health of
our employees?

What policies or programs can we introduce to help our
employees manage their stress levels as they begin to come back
to the workplace?

What new benefits should we oer to promote the health and
wellbeing of our employees?

ajg.com/smallbusiness
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Your Communications

No matter where your « Do we have training for workplace safety and disinfectant protocols ready to be

. . implemented?
organization stands
* Do we have exposure-response communications ready to go to any affected employees

in the COVID-19 and customers?
pandemic, Gallagher « Have we considered what policy updates should be circulated to employees?
has the insurance, + What employee benefits changes do we need to communicate to employees?

* Do we have media communications ready to release on topics such as return to workplace
timetables, safety protections in place and how our organization is supporting workers
CO ﬂSUHZiﬂg resources and customers? Are we prepared to respond to the media for workplace exposures?

risk management and

to help protect your o
Your Communications
people, your property
. * Have we coordinated an efficient business continuity plan that includes infectious disease
and your profits.

control?
Call your Gallagher + Do we have the information necessary to facilitate efficient, data-driven decisions?
consultant today to get + Have we updated plan resources and contact information to ensure accuracy?
the conversation started. + What employee benefits deadlines have been impacted by disaster relief?

* What is our plan for training on new processes, policies and operational procedures during
the transition back to workplace and afterwards?

* What health verification solutions are best to ensure the privacy of our employees?

» How will we continue to meet our financial reporting, as well as all related disclosure
requirements?

ajg.com/smallbusiness 5
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Determining Eligibility To Reopen

Determining when to reopen your business or modify your current
operations is an important decision. Understanding your eligibility
to reopen is a critical first step that should be informed by credible
resources from the White House, Centers for Disease Control and
Key Actions Prevention (CDC), Occupational Health and Safety Administration
Safety Checkl |St (OSHA) and directives by federal, state and local entities.

Eligibility to Reopen
Goal:

Viertar s sesses e [] Review Current Government Guidance and Statistical Data

legal obligations your [0 White House “Guidelines for Opening Up America”
organization may face [ State Health Department and Governor’s executive orders along with county

and city ordinances

when reopening and help
[ Johns Hopkins Coronavirus Resource Center

to guide decision makin
9 9 [ cCenters for Disease Control Reopening Guidance

based on state, local

and federal government Additional Considerations

directives. Document + Are there other data elements that can be used to estimate a date for safe reopening?

the information you're . o
y In addition to the regulatory directives that need to be followed to reopen your

tracking to help inform the workplace, other data elements may be helpful:

development of policies

and procedures should Tool How can it help? How can we get started?
you decide to reopen.
[llustrates a reasonable Contact your Gallagher
target date range for representative for more
returning to the workplace information.

by taking into account an
organization's location,
the elapsed time sirnce
Gallagher Peak Infection peak infectionrates at
Analysis those locations and the
prevailing shelter-in-place
and stay-at-home arders
in each state. Especially
impactful for organizations
with geographically
dispersed populations
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https://links.gallagherbassett.com/covid-19-legal-update-map
https://links.gallagherbassett.com/covid-19-legal-update-map
https://coronavirus.jhu.edu/
https://www.cdc.gov/coronavirus/2019-ncov/php/open-america/surveillance-data-analytics.html

Key Actions
Safety Checklist

Goal:

Develop a plan that
dictates clear, realistic
and meaningful guidance
of site protocols

and procedures that
protect you and your
employees. Make sure
you have a plan and
structure in place to
communicate these
processes and policies
with employees and share
new information as local,
state and federal guidance

evolves.

Determining Eligibility To Reopen

Employees are a critical part of your organization’s success. Keeping them
safe and ensuring their wellbeing is key throughout any transition back into
the workplace. Once you have established a timeframe for re-occupying
your facility (or facilities), employee-specific policies, procedures and
controls need to be implemented to ensure the safety of your people.

Consider the following items when developing potential workplace policies:

Proper implementation of social distancing in the workplace (What is Social Distancing?)

Local, state and federal guidelines (CDC, OSHA) and how they apply to your operation

How to monitor and assess potential for employee exposure

Selection and distribution of compliant protective measures and proper types of personal

protective equipment (PPE)

Proper employee health screening procedures and isolation of employees who may be

infected (OSHA, 2020)

Additional compliance considerations related to human resources policies and

benefit programs

Prepare To Implement Basic Infection Prevention

Measures (OSHA, 2020)

Promote frequent and thorough hand
washing.

Encourage sick employees to stay home.

Provide adequate or increased
availability of sanitation stations in
high traffic areas.

|dentify isolation room for individuals
exhibiting signs of the virus or illness.

(CDC, 2020)

Maintain routine cleaning and
disinfection of surfaces, especially
high contact surfaces. (CDC, 2020)

PPE, hand soap, sanitizer and hand towel
guantities should be obtained prior to
opening with adequate amounts to
support 60 days, with replenishment
orders submitted every two weeks.

ajg.com/smallbusiness 7
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https://www.youtube.com/watch?v=Nlyxz2X97Do
https://www.osha.gov/SLTC/covid-19/standards.html
https://www.osha.gov/Publications/OSHA3990.pdf
https://www.cdc.gov/coronavirus/2019-ncov/community/pdf/ReOpening_America_Cleaning_Disinfection_Decision_Tool.pdf
https://www.cdc.gov/coronavirus/2019-ncov/community/guidance-business-response.html

Implementation Of Employee
Policies And Procedures By Role
And Function

Practice Social Distancing And Personal Hygiene

Employers should :

Make sure that employees can maintain at least six feet of Mark with signage or tape six-foot spacing for employees and
physical separation, including co-workers and customers. customers to maintain appropriate distance from one another.

Regularly clean high-touch surfaces including doorknobs, light
switches, shared equipment, toilet handles, sink faucets and clock Provide face coverings to employees.
in/out areas.

Provide handwashing stations with soap, clean water and single
use paper towels and encourage frequent handwashing for 20
seconds or longer.

Provide hand sanitizer (with at least 60% alcohol) and sanitizing
products for employees and customers.

Medical Monitoring, Testing Protocols And Employee Communication

Implement a communication program to keep employees Engage medical provider resources that can make options
notified of CDC communicated symptoms list and guidelines for available to employees such as telephonic medical resources and
self-reporting. access to testing.

Evaluate and understand processes for screening/symptom checking vs. testing and develop policy.

Implement Workplace Controls Using The “Hierarchy Of Controls” (OSHA, 2020)

Safe work practices that promote infection control such as
additional signage, hands-free or no touch operation of devices
(faucets, trashcans, soap or sanitizer dispensers).

Engineering controls, such as physical barriers, increased
ventilation and altering job tasks to reduce exposure.

Administrative controls, such as alternating work schedules,
discontinuing non-essential travel or replacing with virtual
communications.

Complete job hazard analysis (JHA) for any roles that may have
changed. (OSHA, 2020)

Consider OSHA regulations that may apply for written PPE must be provided to workers with the potential to be exposed
certification of workplace hazard assessment under the PPE as part of their normal assigned job duties. Consider making PPE
standards. (OSHA, 2020) available to employees who may come in close contact with

ustomers, vendors or the general public. (OSHA, 2020)
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https://www.osha.gov/SLTC/personalprotectiveequipment/
https://www.osha.gov/Publications/OSHA3990.pdf

Implementation Of Employee
Policies And Procedures By Role
And Function

Leave Considerations

Each organization is unique and should take its individual circumstances into account when
developing a “return to the workplace” plan. You and other managers within the organization
must remain focused on your employees’ physical and emotional wellbeing. It is not enough to
establish physical safety measures — you must also ensure employees feel safe.

What human resources policies should be evaluated?

Area Issue/Concern Considerations
Do you intend to limit + Employees may lose or forfeit PTO due to policy maximums/carry-over provisions
paid time off (PTO) + Change PTO maximum/carry-over policy provisions
requgsts el Hieldl el » Allow cash out of PTO to allow employees to reduce bank amounts rather than lose
ramping back up to or forfeit PTO
normal operations?
Absence and How will
Leave ° you
handle leave )
. + Establish emergency leave form to be used for COVID-19-related leave
requests specific
to COVID-19?
Do you need
updates to your + Revise bereavement leave policies
bereavement leave?
* Review and revise work-from-home and child care policies as needed
Do your current
Work From policies reflect * Respond to employee requests to continue to work from home, including long-term
Home new business arrangements
environment? + Update technology to support virtual workers
» Examine long-term cost savings or impact of offering permanent remote work
How will you » Consult with your risk management team to review and revise corporate travel
Travel reintroduce business policies as needed
travel? « Define and begin with “essential business travel” only

Not everyone will be impacted physically by COVID-19, but many will be impacted by additional
stress and mental strain. Ensuring your workplace is safe can help reduce stress and provides
an opportunity to advance the conversation around mental health as well. A better environment
is possible when employers address the return to the workplace holistically through a positive
culture, transparent communications, empathetic and compassionate leadership and proactive
tools and resources.

ajg.com/smallbusiness
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Implementation Of Employee
Policies And Procedures By Role
And Function

Employment Considerations

What additional areas of HR should be reviewed?

Area Issue/Concern Considerations
Recall or return Provide employees with recall or offer letters that clearly articulate dates of furlough
to work letter/ and dates of return; include confirmation of compensation and benefits eligibility;
communication and instructions on how to confirm intention to return and related processes
Recall or return to To ensure that all employees are treated fairly during the recall process, you should
work equality/adverse discuss your return to work/furlough recall plan with your counsel to ensure no
action/parity adverse or negative impact against protected groups
Furlough
Recall i ) : .
As you begin to return employees to a physical workspace, consider options for
Shifts/staffing staggering shifts to help mitigate density of employees in common workspaces at
any given time
Benefits Review rehire/reinstate provisions for your benefit policies (eligibility/waiting periods)
Refusal to return to Have a process in place to communicate termination of employment to employees
work who refuse or are unable to return to work upon notice of a recall
_ Have a process in place to communicate termination of employment to employees
Line manager who refuse or are unable to return to work upon notice of a recall
communication
Respect in the When bringing employees back, consider the opportunity to reinforce expectations
workol around respect in the workplace and remind employees about policies related to
Re- place T : .
. discrimination and confidentiality
Onboarding
Be sure to promote and highlight your employee assistance programs (EAPs) and
Employee resources other wellness programs available to employees. If you don’t have these programs,
considering adding
Employee Ensure that employees have a way to communicate their concerns quickly and
communications confidentially

If you have questions about supporting your employees, please reach out to your Gallagher consultant.
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Staffing Waves

Implementation Of Employee
Policies And Procedures By Role
And Function

Issue/Concern

Do you have a
plan to manage
through expected
waves of the
pandemic?

Considerations

If your organization is impacted by COVID-19, you may need to go through
several waves of layoff/furloughs/schedule changes to ensure safety of
workforce and clients

Consider various staffing strategies, including shift staggering and cross training.

Work with your team to prepare to operate in phased waves as/if needed.

Role Evaluation
and Job Fit

Do job
descriptions need
to be updated?

Think about how and if jobs have changed since the COVID-19 crisis. Are they being
done remotely? Are there new technologies being utilized? Are there new standard
operating procedures (SOPs) to be performed?

Do job changes
impact qualification,
experience and
eligibility for roles?

If there have been changes in how and where jobs are being performed, are people
in the jobs still qualified or able to do the work as expected?

Transition and
Employee Exits

Do job changes
impact employment?

If employees are not able or unwilling to meet requirements of jobs that have
changed, do you have a process in place to consider them for other internal
opportunities?

Do you have a strategy and program in place to manage termination of
employment and related support programs?

Performance

How does COVID-19
impact your 2020
performance
management process?

Do you have enough data to fairly evaluate employees for the year? If the job
has changed as a result of COVID-19, are employees clear on what the new
expectations are?

Do they need a grace period during which to learn new processes or skills? In
instances of significant change related to COVID-19 should you consider hitting
pause on your performance management process in 20207

Are you prepared to
manage remotely?

Do managers understand how to measure performance and success with changes
to roles or with remote workers?

Recruiting

Job postings,
supporting technology
and training for
managers

Have you considered the use of bots or artificial intelligence (Al) to assist in the
vetting and candidate experience?

Do you have a process and platform to enable remote/video interviews?

Do you have a process to ensure that technology accessibility does not create
issues with parity/discrimination?

What type of training may be necessary to conduct interviews remotely and
maintain professionalism?

ajg.com/smallbusiness 11
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Area

Absence and

Implementation Of Employee
Policies And Procedures By Role
And Function

Communications Considerations

During these trying times, employee considerations and claims are top of mind for many. A

key approach to returning to work is to remember to connect and communicate consistently
with your employees. Many will re-enter the workforce with fear and hesitancy and it is the role
of HR to ensure that all necessary considerations have been taken care of on their behalf so
employees can continue their job without fear. HR must anticipate and stay ahead of the curve.

Issue/Concern

Overall plan

What should we be thinking about related to communications and employee

engagement?

Considerations

A clear communication plan will allow employees to understand how the
organization plans to reopen or reestablish business processes

Policy communication

Make sure that employees clearly understand all leave or other Families First
Coronavirus Response Act (FFCRA) related policies and/or policy updates that
are implemented in response to COVID-19 and state/local leave laws

Workplace social

Determine the appropriate social distancing and sanitation protocols for your
organization and ensure they are clearly communicated via signage or audio

Leave distancing -
announcements to both employees and visitors
HR policy + Have communications ready for all new or revised HR policies to establish clear
guidance, enhance employee confidence and reduce fear
Anticipate media + Prepare to respond to the media surrounding workplace policies and in the event of
inquiries workplace exposures (See Step 5 section of this guide)
Has employee . )
engagement been * Implement a full engagement survey or pulse sgrvey to get a baseline evaluation
. for current levels of employee engagement, resiliency, burnout and overall
impacted by the ) T
. commitment to the organization
pandemic?
Internal + The COVID-19 crisis has shown gaps in some organizations’ digital channels
Employee communication and will have a deep impact on collaboration. Develop an overarching internal
Engagement communications strategy — it’s an opportunity to start from scratch and build
strategy

channels and content around new ways of working.

Re-engagement

Focus on your purpose and culture — you need to rally everyone around a
common goal

Wellbeing

Think holistically about your employees’ wellbeing — it’s not just about physical,
but emotional, financial and career

ajg.com/smallbusiness 12
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Implementation Of Employee
Policies And Procedures By Role
And Function

Compensation Considerations

Practical guidance is needed now more than ever, especially when it comes to how employees
are paid. Business operations, including compensation planning, require a personalized
response. Now is the opportunity to reevaluate your current expense structure and consider
what approach could be recommended to alleviate financial burden.

¢ What areas of compensation should be reviewed?

Compensation

Are you planning to
continue or expand
work-from-home
as part of normal
operations?

Fair Labor Standards Act compliance (meal periods and overtime for non-
exempt employees)

Lives-in, works-in city/county/state:

» Ordinances for leave laws, mainly paid sick leave

» Appropriate taxation, both local and state

Technology (telecommunications, devices, security, access)

Ability to check in on employees (IP address, productivity, instant messaging)
Maintain staffing to ensure seamless business operations

Determine which jobs are appropriate and balancing internal equity

Engage employees to ensure a team culture

Do you have a formal planin
place to handle surge pay?

Create clear guidelines that identify when a unit is in surge capacity (vacancy
and occupancy)

Outline standard pay criteria to ensure internal equity (eligible jobs and
amounts)

If surge volumes are anticipated, consider early staffing commitments with
surge values to ensure adequate coverage

How will you compensate
employees if your
workplace is temporarily
closed due COVID-19?

Create a policy that outlines how you will provide pay for that day and until
business resumes for employees who cannot work from home

Be clear on expectations for reporting back to work and ensure managers have
up-to-date contact lists and protocols

|[dentify means of compensation in sequential order so managers and
employees can react according to their individual circumstances and provide
“How To” guides

Do you have pay programs
coming up that you will be
able to execute (e.g., merit,
management incentive,
gain share bonus)?

Determine your ability to execute vs. temporarily suspend programs

Create cascading communications to outline the rationale and impact to
employees. Communications should identify when you will reassess and
provide an organizational update

Do changes in job impact
compensation?

If there have been changes in how and where jobs are being performed,
does the compensation need to be reviewed and updated to reflect those
changes? Is incentive compensation still driving the desired behaviors?

ajg.com/smallbusiness
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Implementation Of Employee
Policies And Procedures By Role
And Function

Compliance and Benefits Considerations

As employers enter the next phase of their response to the COVID-19 pandemic, many
questions may arise regarding how to keep organizations running while practicing sound risk
management. Below are some important considerations related to your employees and their
benefits as your organization tackles returning to the workplace.

Area Issue/Concern

COVID-19 and
employee benefits
return to workplace

action items

Compliance

What areas of benefits compliance should we evaluate as we return to the workplace?

Considerations

Benefits Return to Workplace Action Items

» Take preventive measures

Establish communications plan

Update health plan documents

* What implications should we consider for employees’ status under the ACA?

» Establish reinstatement of coverage

* Develop premium contributions

and Benefits

Return to
workplace employer
considerations

Employer Considerations

Can we return to work?

What preventive measures should we introduce?

What information should we communicate to employees?

What implications should we consider for employees’ status under the ACA?
What should we consider when reinstating an employee’s benefits coverage?

What other issues should we consider?

Read the top 10 most frequently asked questions from employers on returning to
the workplace. (Top 10 Employer Return to Workplace FAQSs)

From preventive measures required to protect your employees to updating health plan benefit
summaries to reinstatement of coverage, regulations from many government agencies are
applicable or have been adjusted to account for the impact of COVID-19. To help your organization
effectively anticipate and mitigate the risks associated with benefits and HR compliance, partner

with a Gallagher compliance expert.
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Key Actions
Safety Checklist

Goal:

Ensure you can safely
resume operations.

This could include third-
party cleaning and
disinfection, facility safety
checks, assessment of
technology security

and the potential design
and installation of new
technologies intended to

mitigate exposures from
HVAC and other building
systems.

Implementation Of Facilities
Sanitization, Life Safety, Building
System And Social Distancing

Policies

Once you have decided to reopen, physical facility and equipment
preparation will need to begin. It’s important to follow current and future
local, state and federal CDC, National Fire Protection Agency (NFPA),
American Society of Heating, Refrigerating and Air-Conditioning Engineers
(ASHRAE) and OSHA guidelines. Documentation of the steps you are taking
to prepare your facilities and communication to employees continues to be
a critical part of the process. Facility design may require adjustments as well
as occupancy limitations to maintain compliance with guidelines and best

practices.

Physical Facility Preparation

All life safety systems should be
checked to ensure proper operation

(NFPA, 2020):

* Firealarm
* Emergency lighting systems
« Exit lights

* Fire extinguishers

All critical building systems should be
checked for proper operation:

« HVAC systems: increase air exchanges in
the building if possible (ASHRAE, 2020)
» Power systems

* Security and fire protection systems,
communication systems

» Water should be run to eliminate rusty
or stale water

* Check all parking lots, sidewalks
and equipment for slip, trip and fall
hazards

» Check all lighting to ensure proper
operation

* Employee congregation areas should
be secured/managed based on current
social distancing guidance (CDC, Social
Distancing, Quarantine and Isolation,

2020)

« All buildings should be properly
cleaned and disinfected prior to re-

opening (CDC, 2020)

» CDC guidelines should be followed for
cleaning

* Replace HVAC filters (ASHRAE, 2020)

+ Specific cleaning guidelines should be
developed for various locations and
surfaces

+ Post infection control and social
distancing guidelines throughout the
facility

* Prohibit access to areas where employees
can congregate together (lunchrooms,
cafeterias, large meeting spaces)

+ Establish controls to maintain six feet of
separation or utilize physical barriers in
public spaces, equipment and restrooms
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https://www.cdc.gov/coronavirus/2019-ncov/community/disinfecting-building-facility.html
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https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/social-distancing.html
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https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/social-distancing.html
https://www.ashrae.org/about/news/2020/ashrae-issues-statements-on-relationship-between-covid-19-and-hvac-in-buildings
https://www.nfpa.org/News-and-Research/Publications-and-media/Press-Room/News-releases/2020/NFPA-issues-guidance-to-government-officials

Key Actions
Safety Checklist

Goal:

A review of your systems
and processes to ensure
vendor compliance,
identification of supply
chain needs for increased
PPE and sanitizer
demands and evaluation
of how your organization’s
compliance with current
pandemic requirements
can affect downstream

customers and the public.

Determining Eligibility To Reopen

For your business to function properly, new considerations must be made
for the globally impacted supply chain. The marketplace has changed
and may necessitate partnering with new or additional vendors and
implementing contingency plans should a vendor be impacted during

recovery.

Continue to communicate with your supply chain partners to ensure you
have a back-up plan should there be a break down along the line. This may
involve increasing inventory levels of high volume products/services. This
also includes making sure your supply chain and vendors are in compliance
with protocols and provide proper documentation to indicate ongoing
safety checks and operational continuity.

Operations Supply Chain Checklist

Assess, budget and manage use of
PPE and sanitizers

* Determine PPE needs at each facility

» Determine sanitizer needs at each
facility based on recommended
sanitation schedules (CDC, Cleaning
and Disinfecting Your Facility, 2020)

Managing suppliers and contractors
(quantities, redundancies, performance
and contractual obligations)

+ Examine vendor/contractor
agreements for:

» Performance obligations and
variations

» Insurance requirements like changes
in limits and coverage

» Modify agreements if necessary

« Establish redundancy vendor/contractor
agreements

» Estimate stock quantities needed and
improvement projects planned for
upcoming quarter

+ Notify primary vendors/contractors
of modifications or deviations from
previously agreed upon commitments

+ Audit suppliers vendors/contractors to
assess upstream exposures

Vendor and contractor management
to mitigate exposure potential

» Review vendor/contractor access to
facilities and interaction with employees

Business continuity planning
assistance, testing and updating

* Review and update business resiliency
plan to ensure relevance

» Test business resiliency plan and develop
prioritized corrective action plan
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Key Actions
Safety Checklist

Goal:

Rearm your relationships
with clients, customers
and the general

public with ongoing
communication. Make

it clear what policies,
procedures and protection
methodologies you’ve
implemented and

how you’re properly

using physical barriers,
management controls and
procedures to maintain
safety and an optimal

workplace environment.

Determining Eligibility To Reopen

Customers, clients and the public should be aware of the safeguards you
have put in place to ensure their safety. Actively monitoring feedback from
these stakeholders will help validate the safety measures put in place. A
regular review of the changing safety recommendations from the CDC,
OSHA, local, state and federal authorities and other governing bodies
within your jurisdiction will help ensure your organization’s compliance with
health and safety mandates and requirements.

Now is the time to evaluate your communications channels with your
customers and the public. Designate a point of contact or team that can
facilitate responses to questions, concerns or responses in a timely way.

Client / Customer / Public Relationship Checklist

Conduct exposure assessments to * Prepare to respond to the media
determine contact points (OSHA, 2020) surrounding workplace policies and
in the event of workplace exposures
« Assess scope of client/customer/public (CDC, 2020)

communication + Create visitor policy to safety allow

o Deve|op customer waivers and notices vendors, customers and all visitors

. L access to workplace
» Consider building occupancy 2

limitations + Work with third-party contractor
partners to ensure alignment and

+ Consider facility layout/design comelEmee withveur pelices

modification to facilitate social
distancing

* Review claims mitigation procedures
and policies

+ Actively monitor the interaction
process to validate implemented
safeguards

Transparency and consistency is key to maintaining trust in
these important relationships.
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No matter where your organization stands in the COVID-19 pandemic,

Gallagher has the insurance, risk management and consulting resources to

help protect your people, your property and your profits.

Call your Gallagher consultant today to get the conversation started.

| &
Gallagher

Insurance ‘ Risk Management ‘ Consulting

Gallagher provides insurance, risk management and consultation services for our clients in response to both known and unknown risk exposures. When providing analysis and
recommendations regarding potential insurance coverage, potential claims and/or operational strategy in response to national emergencies (including health crises), we do so from
an insurance/risk management perspective, and offer broad information about risk mitigation, loss control strategy and potential claim exposures. We have prepared this commentary
and other news alerts for general informational purposes only and the material is not intended to be, nor should it be interpreted as, legal or client-specific risk management advice.
General insurance descriptions contained herein do not include complete insurance policy definitions, terms and/or conditions, and should not be relied on for coverage interpretation.
The information may not include current governmental or insurance developments, is provided without knowledge of the individual recipient’s industry or specific business or
coverage circumstances, and in no way reflects or promises to provide insurance coverage outcomes that only insurance carrier’s control. Gallagher publications may contain links

to non-Gallagher websites that are created and controlled by other organizations. We claim no responsibility for the content of any linked website, or any link contained therein. The
inclusion of any link does not imply endorsement by Gallagher, as we have no responsibility for information referenced in material owned and controlled by other parties. Gallagher
strongly encourages you to review any separate terms of use and privacy policies governing use of these third-party websites and resources.

Consulting and insurance brokerage services to be provided by Gallagher Benefit Services, Inc. and/or its affiliate Gallagher Benefit Services (Canada) Group Inc. Gallagher Benefit
Services, Inc., a non-investment firm and subsidiary of Arthur J. Gallagher & Co., is a licensed insurance agency that does business in California as “Gallagher Benefit Services of
California Insurance Services” and in Massachusetts as “Gallagher Benefit Insurance Services.” Certain appropriately licensed individuals of Arthur J. Gallagher & Co. subsidiaries

or affiliates offer securities through Kestra Investment Services, LLC (Kestra IS), member FINRA/SIPC and or investment advisory services through Kestra Advisory Services, LLC
(Kestra AS), an affiliate of Kestra IS. Neither Kestra IS nor Kestra AS is affiliated with Arthur J. Gallagher & Co., or Gallagher Benefit Services, Inc. Neither Kestra AS, Kestra IS, Arthur J.
Gallagher & Co., nor their affiliates provide accounting, legal, or tax advice.
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