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Introduction

The COVH29 pandemic has been raging for months. In that time, rbasinesses have ceased
operations out of safety concerns and have waited for the right oppitytto resume. Now, with COVID
19 vaccines becoming available, employers can fitattypsanning for their immediate futures.

There are still many unknowndated to the COVHRI vaccines, but there is at least one agrapdn
factor: Vaccinating employeesttse bestway to reopen a business safely. However, while it may be the
best tool in the arsenal, it is not the only one. Employers wilhaélito continue using safeguards such
as masks and social distancing to ensure the safety of theiess@and customers.

With that in mind, this toolkit explores the COXMBDvaccinesnd other workplace safeguar@s)dhelps
employers decide whether a vaccination policy is rightiir brganizations. Included at the end is a
robust appendix with printable resources that employers camighénow, including policies,
communications and more.

As always, Apex Benefits will be here to answer any questiotesireldhis toolkit and other workplace
matters.
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Returnto-Work at a Glance

There are many benefits of retuto-work plans for both
employesand employes Employers can enjoy increased
employee engagement, proactive cost containment,
reduced turnover, increased communication and improved
morale with an established retutn-work plan. And it's

been proven that employees who go through retton

work plans are able to get back to work quigken those
who don’t, meaning that employers will see increased
productivity following an employee’s return to work.

Employees also benefit from retutorwork plans, as they feel supported by their employer, which
increases their engagement and loyattythe companyUtilizinga returrntto-work plan also helps them
get back to work faster and increases the likelihood that theydeales and stable in their role.

The benefits of returto-work plans are undeniable. While these plans are typiaaiproized on an
individual basigmployerscan use the basics of a retuimrwork plan to buildheir company’s
methodology for gettingmployees to return to work following the COXlBDpandemic.

COVIDB19 Returnto-Work Plans

COVIEL9 has caused many bussses to shut down or transition their employees to warkifhome,
disrupting daily work life for many. As stshome regulations are scaled back and all businesses are
allowed to resume as normal, employees will be asked to cooketbbavork. While thg may not be
coming back from an injury or leave, employersrat#ld to have a plan in place for all employees to
safely and successfully return to workis will be true even after employees are vaccinated against
COVIELY, asreturn-to-work plans will still need to include safeguards such as s@t@iadng and mask
wearing even if some or all of a workforce is vaccinated.

Whileemployeranay need to tailotheir COVIEL9 returnto-work plarsto employees’ specific needs
(e.g., child care arrangements, caregiving responsibiiitid health issues), having a generalized plan in
place can helthem safely reopertheir busineses

Employers’ COVAD® returnto-work plans shouldonsiderthe following:

x Anticipated return-to-work date—With the uncerainty that COVH29 has brought, it's important
to give clear information and dates when employees are tomatuwork whenever possible.
Employers should ensure they flexible with datessincestateandfederal guidancean quickly
change

x Disinfecting and deaning measures—Because COWI® can remain on surfaces long after
they've been touched, it's important thabusiness frequently cleans and disinfést$acility.
Some best practices include:

o Cleaning and disinfecting all frequently touched surfactgiworkplace, such as
workstations, keyboards, telephones, handrails and doorknobs.
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o Discouraging workers from using other workers’ phoneskgjeffices, or other tools
and equipment, when possible. If necessary, clean and disinfect thfere bad after
use.

o Providing disposable wipes so that commonly used surfandsecaiped down by
employees before each use.

x  Sodial distancing protocol—Social distancing is the practice of deliberately increasenghisical
space between people @void spreading illness. In terms of COMPsocial distancing best
practices for businesses can include:

0 Avoiding gatherings of 10 or more people
o Instructing workers to maintain at least 6 feet of distance fronergbleople
0 Hosting meetings virtually when possible
o Limiting the number of people on the job site to essential personngl onl

o Discouraging people from shaking hands

x Employee screening procedures—To keep employees safamployers shouldonsider
conducting screening procedures tondiéy potentially ill employees before they enter the
office. The Equal Employment Opportunity Commig&&OQ)ermits employers to measure
employees’ body temperatures before allowing them to enter the siekAny employee
screening should be implemiead on a nondiscriminatory basis, and all information gleaned
should be treated as confidential medical information uriderAmericans with Disabilities Act
(ADAY-specifically, the identity of workers exhibiting a fevertbenCOVIEL9 symptoms
should mly be shared with members of company management with a true toekenow.
Employers should alswtify employeeshat they will be screening therrio avoid any surprises.

x Employee safety training—An employer’seturn-to-work plan should include detailsdfety
training guidance to ensure that all employees understand how they can ptheesyread of
COVIEL9. Aplanshould discuss the following safety training topics:

0 Respiratory etiquette and hand hygierBusinesses should encourage good hygiene to
prevent the spread of CON-19. This can involve:

f Providing tissues and #iouch disposal receptacles

f Providing soap and water in the workplace

f Placing hand sanitizers in multiple locations to encourage hand hygiene
f Reminding employees to not touch theiesynose or mouth

0 Personal protective equipment (PRBPE is equipment worn by individuals to reduce
exposure to a hazard, in this caseMIEL9. Businesses should focus on training workers
on proper PPE best practices. Employees should understand lposptgly put on, take
off and care for PPE. Training material should be easytrstand and must be
available in the appropriate language and literacy levelfovorkers.




HR Toolkit
Returning Workforces and COVID-19 Vaccines

o Staying home when siekEmployers shouldnreourage employees to err on the siafe
caution if they're not feeling well and stay home when theytle @i are exhibiting
common symptoms of COVID (e.g., fever, cough or shortness of breath).

x Mental health considerations—The COVH29 pandemic has increased stress leveéngiloyees
across the country. It's important thamployersteturn-to-work plarsinclude guidance for
managing employee mental health concerns when employéasire work.

x  Process for individuadized requests—An employer’seturn-to-work plan should inatle
information about how employees can go about making indiliishthrequests for changes to
the plan. Somemployeesnay have underlying health conditions that put them at greas&raf
severe illness with COVID, meaning they may not be able tdyukturn to work. Others may
be facing unique child care arrangements due to schools and day cengsloeedEmployers
should e flexible andcompassionate itheir responsato individualized requests.

Any returnto-work plan should be tailored toehbusiness’snique needs and should follow local and
state regulations.

Other Returnto-Work Considerations

Returning to work after the COVID pandemic is likely to bring challengganyorganization Some of
the most common challenges thattouldbe prepared for include the following:

Changing worker priorities—If an organization asked its employees to work from home
during the COVID-19 pandemic, employees may want to still enjoy work-from-home
arrangements even after the office is reopened. Employers should be prepared for an
increased demand in work-from-home requests, and may need to expand their pre-COVID-19
policies to meet this demand.

Updating the office layout—Due to social distancing protocols, organizations may need to

reconfigure office layouts. Per official guidelines, employee workstations should be 6 feet
apart to help prevent the spread of COVID-19.

Adapting to changing rules and regulations—Due to the nature of the COVID-19 pandemic,
rules and regulations are constantly changing. Employers should be prepared to change their
business practices if needed to maintain critical operations. This could involve identifying
alternative suppliers, prioritizing existing customers or suspending portions of their operations.

Remember, reopeningbusiness after the COVID pandemic isn’t as simple as opertimgdoors.
Employers will need to carefully evaluate each stapeofeopening and gradually ask employees to
return to work.
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COVID19 Vaccine Overview

The COVH29 pandemic has been wreaking havoc in the United States for owar atyhis point. Now,
vaccines are finally here. There is a lot of information erinternet regarding the vaccines, some of
which is misleading. It's important for employers to learrfélots about the COWIID vaccines so they
can better protect their employees and customers.

This section provides an overview of the CE&ldIDaccines ahanswers some common questions
relevant to employers. Information comes primarily from the &wsrfor Disease Control and Prevention
(CDCQC).

Are There Multiple Vaccines?

There ardhreevaccines that have been given emergency use authorizatithe dyoodand Drug
Administration(FDAt the time of this writing: the Pfiz&ioNTech vaccinthe Moderna vaccinand

the Johnson & Johnson vacciiiée vaccines differ in some ways (hamely, how they must be shipped an
stored), but they are fundamentally tharse.

While short of full approval, the emergency use authorinaitowsthe COVIBEL9 vaccines to be
distributed in the United States for individuals age 18 and oldehdédvibdernaand Johnson & Johnson
vaccina, and individuals age 16 and older for BfezerBioNTech vaccine.

Are the Vaccines Worth Getting?

The vaccines have gone through rigorous vetting procedurd clinical trials, attesting to their safety
and effectiveness. The vaccines not only protect the individual,dmuaiayone they migtttome into
contact with. This can dramatically help curb the spread of GB®VID

Are There Sde Hfects?
Like most other vaccines, these ones may come with mild féé&ttse These include:

x Pain, redness or swelling near where the shot was administered
x Fatgue

x Joint pain

x Chills

X Headache

x Fever
Employees experiencing these or other symptoms for more than threeskaykl contact their primary
care physician.

How Wll They Be Administered?
ThePfizerBioNTech vaccine and Modeweccines must be administered in two desese initial shot
and another three to four weeks later. Getting both shots will geothie most protection, though a
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single dose should still offer some protective benefits, accotdiegperts. The Johnson &hhson
vaccine only needs one shot.

Who Should Receive the Vacines?

Individuals age 16 and up can receive a vaccine (depemaiwdich one). However, there are some
caveats to this, particularly if the individual has certaaitheconditions. While expes are encouraging

as many people as possible to get vaccinated, anyone edngidetting the vaccines should first consult
their doctor.

Who Should Not Receive the Vaccines?
There has yet to be a vaccine produced for children under the dgeaithough one is expected
eventually. Beyond young children, other people that should not retteaweaccines include:

X Anyone with severe allergies to any ingredients contained withimabcines

X Anyone who experienced an allergic reactisevere or net—dter receiving their first dose of
the vaccines

x Anyone with underlying medical conditions that may not respesitito the vaccines
Employees should talk to their doctors to learn whether the vesare safe for them to receive.

Do Enployees Need the Vacinesif They Recovered FFom GOVID-19 Already?
If someone previously contracted and recovered from CQ¥]Ehey should still receive the vaccines if
they can, according to the CDC.

When Will the Vaccines Be Available?

The vaccines are currently availatdy to select individuals who are at high risk of contracting @O

19. This list includes frontline medical workers, Hmmm care facility staff and patients in nursing homes.
Ultimately, as more doses are produced and distributed, it evilipoto individual state governments to
decide the order in which people can receive the vaccines.

Individuals should monitor their state’s local news to learrerabout when and how the vaccines may
be made available to them.

Will Enployees Need to Pay for the Vaccines?
In most cases, the COVID vaccines must be made available to employees without caishgh

Non-grandfathered group health plans, and health insurancerissitering group or individual health
insurance coverage, must cover coronavirus preversgrvices, including recommended C@MD
immunizations, without cost sharing. During the C&\public health emergency, covered services
may be provided by inetwork or outof-network providers.

Employers interested in learning more about this cale clickere.

Can the Vaccines Be Mandatory for Employees?

In short, yes-employers may generally make receiving a vaccine a mandataditioo of employment.
But that may not always be the best option for every organizatauéh, employers should seek legal
counsel to discuss which course of action is best for theiifgpeicumstances.
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In the meantime, the Equal Employment Opportunity CommisBie@C) published an exhaustive list of
frequently asked gestionsto help employers navigate this sensitsgue

Can QOVID-19 Precautions End if All Employees Are Vaccinated?
The vaccines are only one of several tools in the arsenatafigit COVIEL9. So even after receiving
both doses of the vaccines, ethworkplace safeguards should remain in effect, including:

X Washing hands frequently
X Wearing masks

X Social distancing

X Seltquarantining if sick

There is still much unknown about the vaccines. Maintaineggtbrecautions will help ensure a higher
level of safety for employees, their families and the comity at large.

Clickherefor more answers to COVI@-related questions from the CDC.

10
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COVIDBP19 Vaccinsand the Workplace

COVIEL9 vaccinghave been, and will continue to be a major topic of discussmmgst employers
looking to bring employees back to the offi§pecifically,raployers may be considering whether
vaccinatiorshouldbe encouraged or mandatesnong their employees

Employes must navigate the inherent legal risks and logistics of magdatiencouraging employees to
receive the COVHD9 vaccine. To do so, employers should seek legal counsel to dishigsaourse of
action is best for their organization. Teéstionprovides a general informational overview of
considerations for employers.

Government Guidance Related to COVI1D Vaccines and Workplaces

Government agencies, notably tBecupational Safety and Health Administrafo8HAand the EEOC,
have released guidaecegarding the COUID vaccineand workplace laws. Guidance from these and
other authorities are likely to change as the C@#pandemic evolves. Therefore, employers should
continue to follow the most current information on maintaining kpdace safty.

This section includes some of the most recent informationadlaiat the time of publication.

OSHAPerspective

PerOSHAemployers can require employees to receive vaccinatwrnsfluenza, providing they properly
inform employees of “the benefitsf vaccinations.” In addition, OSklatesthat employees can refuse a
vaccination due to a reasonable belief that they have an undgnnedical condition that creates a real
danger of serious illness or death, and that they “may beepted under Section 11(c) of the
Occupational Health and Safety Act of 1970 pertaining to whHstlebrights.”Of course, employees
may also refuse to receive thraccination due to a disability or due to a sincerely heigioek belief as
discussed below.

EEO®erspective

The EEOC, which enforces the ADA and Title VII of thrightd Act of 1964 (Title VII), has also issued
guidance regarding vaccines in #raployment context. Specifically, the EE@0ressedvhether
employers covered by the ADA and Title VII can compel employeesite tthe nfluenza vaccinélhe
commission has since madédditional updateso their guidanceegardinghe COVIEL9 vaccins,
specifically

The highligts of those ugates generally clarify that:
x Employers may require employees to receive CQYNaccinations;

x Employers that require vaccinations may need to provide aooatations or show that an
unvaccinated employee would pose a direct étre

X Vaccinatiorrelated questions from employers must be-fetated and consistent with business
necessity; and

11
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x Any medical information obtained in the course of a vaccin@tiogram must be kept
confidential.

Additionally, the EEOC explained that an employee may beeéntithn exemption from a mandatory
vaccine based on a disability that prevents the employee froimgtdtke vaccine. This would be
considered a reasonable accommodation, and the employer would be requieghtahe
accommodation, mless it creates an undue hardship for the employer. The ADAsIafinendue
hardship as an action requiring significant difficulty or expense whermemt$in light of factors such as
an employer's size, financial resources, and the natureteunctige of its operation.

The EEOC also states that, under Title VII, employees wélegirtteld religious beliefs may be entitled
to an exemption from a mandatory vaccination, which is cersitda reasonable accommodation, unless
it creates an undue hardghfor the employer. Note that undue hardship under Title VIl is dkfina
“request that results in more thande minimiscost to the operation of the employer’s businedsls is

a much lower standard than under the ADA.

Because aof these exemptions and the discrimination risk posed by mandating employees to
. receive any vaccine—including the COVID-19 vaccines—it is strongly advised that employers

simply encourage vaccination rather than mandating it.

These and other workplace considerations are discusseiliowing section

12
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Deciding Between a Mandatory or Voluntary Vaccination Policy

Amandatory vaccination policy (or even a voluntary policythfat mater) may not be best for every
organization. Employers will need to consider a number ofriabtfore deciding which direction to
head. This section includes considerations for emplaykcsare weighing their policy options.

GeneralEmployer Consideratios

There are a host of considerations employers need to review beforiegdona decision on whether to
encourage or require employees to receive a CQ9accination.

Employers should consider the following when reviewing tiptiorms:

x Bvaluating undue safety burdens—Employers will face the challenge of determining whether an
employee poses an undue safety burden omvookers by choosing not to get vaccinated (if the
employer is simply encouraging receiving the vasgimebeing exempt from a mandate
vaccination When evaluating this consideration, employers will need taeadnether there
are other precautions that can be put into place to protect emplsyahich may include:

Social distancing Requiring employees Leveraging telecommuting
protocols to wear masks at work arrangements

x Assessing and granting exemptions—f employers decide to require efogees to get a COVID
vaccine, they will need to be prepareddetermire whether an individual worker qualifies for a
reasonable accommodation in the form of an exemption from receiving tiogneaunder the
ADA or Title VII. This assessment would i@ée done on a cadey-case basis and could
potentially leave an employer open to legal action shouldethermissteps at any point in the
process In addition, the employer will also have to navigate protethiagest of the workforce
should an emplgee be exempt from being vaccinated.

x  Bvaluating legal risks of requiring vaccines—Employers need to consider the possibility that they
maybe suedf they require employees to be vaccinated and an employee expesiancadverse
reaction to the vaccirsor develops subsequent health problembkere willikely be many
pending cases on this subject in the future, but currently, there is nutdefanswer as to how
these situations will be handled in court.

x Sorting out the logistics of requiring or recommending vaccination—Regardless of whether
employers require or mandate COMI®vaccination, there are logistical elements to consider,
including:

o Will employers hold osite vaccination clinics?
o0 What vaccineas more tharoneis available on the market, will be used?
o Who will pay for the vaccine?

o Will the company require or cover the costs of vaccination foethployee’s family?

13
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o0 How long after thevaccine becomes available must workers receive the vaccine, if
vaccination is mandated?

In addition to the considerations explained above, empkghould consult legal counsel to determine
whether there are unique risks to consider for their specifiaoization.

The Case for Mandatory Workplace Vaccination

Below are some of the arguments in favor of requiring that eyeplo be vaccinated against COV8D

x Offers greder level of protecion to employees, customers and al other workplace
stakeholders—Vaccines are the most significant way to help prevent the spre@@WfEL9 by
far.

x Ensures that employees wil actually be vaccinated—Instead of hoping that employees protect
themselves (andhie organization at large) against CODa mandatory vaccination program
would force them to do so. Given the current state of affaieyetiis much misinformation
regarding vaccinations on the whole. A mandatory prograutd educate employees on its
importance and increase opt rates

X Saves the organizdion’s bottom line—Even if an employee quickly recovers from CQ¥9|Ehat
won’t prevent other organizational costs, such as absenteasitrprioductivity and potentially
higher health plan expensdgloreover, experts still don’t understand the leilegm effects
COVIEL9 can have on an individual. As such, it's possible someoneedwered from the
disease may still experience letlegm health complications and, subsequently, greater medical
costs.

X Keeps the organizaion running—Depending on the organization, a single C&@lixfection in
the workplace may be enough to cease all operations. If all vgorlere vaccinated, this would
be much less of a concern.

X May provide some protection against civil liability. Employers are generally responsible for their
employees’ welbeing in the workplace. That means, if an employee contract1OVor is
exposed to it) during the course of their job duties, they may have groorsde ttheir employer.
Havihg a mandatory vaccination policy in place may help mitigatpakestial.

Of coursethere is still potential for legal liability down the line due toeas® vaccine reactions
or, for examplemissteps in the accommodation process.

The Case for Voluntary Workplace Vaccination

Below are some of the arguments in favor of a voluntary \ett@mprogram.

x Maintains good employee relations—Employees may hold strong convictions about vaccines,
preferring to quit over getting vaccinated. A voluntary vaditin policy could circumvent these
negative reactions by allowing employees to act in accordaticeheir beliefs.

14
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x Smplifies the policy administration—There are severalorkplace lawselevant to vaccination
policies. In particular, the EEOC has made it clear thatr@slscaccommodations must be
provided to employees in certain circumstances, which come withfigpgteps that must be
taken on a casby-case basis. This can create more administrative trouble thempafoyer
deems worthwhile. A voluntary program would avoid these legallp.

x Provides some protection against discrimination daims—Similar to the previous point, employees
may seek an accommodation from a mandatory CQYNaccination policy. If they are denied,
they may seek legal recourse, regardiefashether the employer is &ult. A voluntary
vaccination program would noausethese concerns.

x Makes sense for some industries—Certain employers may not need all their workers vaccinated
for a number of reasons. For instance, if employees can wotemif the staff size is small or
if employees can adequately avoid close contactay not make sense to mandate vaccinations.

15
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Developing a Workplace Vaccination Plan

Employers will need to carefully weighethera mandatory vaccine program is right for their
organizations. \Mle that decision will depend on a variety of factors, thitien outlines generally how
to begin that evaluation process, breaking it into six steps.

Step 1: Gauge the Situation

Employers should always consider their employees prioatong any large workplace policy decisions.
In the case of a vaccine policy, employers should reaicto employees and gauge how they feel about
their safety. How many feel unsafe at work? Would a mandaémgine policy make them feel safer than
a voluntary policy¥hat would it take to get them to receive the vaccination? Thesenpa@riant
questions for employsito know the answers to.

Similarly, employers should look to others in their industaetetermine how vaccinations are being
handled. If similar organizations aren’t adopting vaccitieigs, it's critical to understand why. While
each workforce is unique, following industry tregeds help employers with decisiomaking.

Lastly, employers musbnsider the potential for legal liability stemming from ttiteicision. Both
mandatory and voluntary vaccination policies come with inttdegal risksgiscussed earlieEmployers
are encouraged to seek legal counsel while evaluatingasiecburse of action for their organizations.

Step 2: Make the Choice

After considering industry trends and surveying employees|arags will need to decide whether to
adopt a mandatory vaccine policy, a voluntary policy or fioypat all. Each decision will come with
consequeces, so it's important for employers to think carefully betbig step and confer with all
stakeholders, particularly legal counsel.

Step 3: Consider Incentives

Once a policy is decided upon, employers should consider ways tovizeeethployees. Reghessof
whethervaccination is mandatory or merely encouraged, incentivesd go a long way to getting
employees on board. Some organizations are using pgrtksas extra paid time off to increase
vaccinationsThat being said, employers must be cawdiwhen choosing to offer incentives. Offering
certain incentives could potentially put employers at riskaléating the ADA, which prohibits employers
from “coercing” employees to participate in wellness activities

Step 4: Ensure Resources Are in Blac

Employees wilindoubtedlyhave questios, especially if a vaccination policy is mandaté® should be
preparedto answer theseuestions and provide applicable resources. Particuldryshauld know how
to handleaccommodatiorrelated inquiriesf employees seek exemption from the policy.

Step 5: Communicate Everything to Employees

A workplace policy of any sort can only succeed with thorougimoomation. Employers must make
employees aware of the policy and its requirements well aheedptementation. Employers should
consider a variety of communication methods to accomplish dlails xamples include sending mail
home flyers, posting videos on an intranet site or hostingKimeetings.
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Step 6: Implement the Plan
Finally, employers will need to implement the plan. Deta@lshik rollout timeline and how to handle
employee accommodation requests should be decided upon prior tetéfs

COVIDB19 Vaccines and Workplace Laws

The availability of COVID vaccinations may raise questions about the applicabiltgrimfus equal
employment opportunity (EEO) laws, including the ADA and the Rehahilkat the Genetic

Information Nondiscrimination AdB(NA and Title VII (which includes the Preghancy Discrimination Act).
The EEO laws do not interfere with or prevent employers frdowiiolg CDC or other federal, state and
local public health authorities’ guidelines and suggestions.

This sectioprovidesguidancerelated to these kelaws

Medical Examinations and Vaccine Administration

The administration of a COVID vaccingo an employee by an employer (or by a third party with whom
the employer contracts to administer a vacciise)ot considered “medical examination” for purposes
of the ADA

The vaccination itself is not a medical examination. AsERECEexplained guidance on disability

related inquiries and medical examinatipasnedical examination is “a procedure or test usually diyen
a health care professional or in a medical setting that seeksnafion about an individual’s physical or
mental impairments or health.”

Examples include ision tests; blood, urine and breath analyses; blood pressuezning and
cholesterol testing; and diagnostic procedures, suchragssx CAT scans and MRIs.” If a vaccine is
administered to an employee by an employer for protectigainst contracting@vID19, the employer
is not seeking information about an individual's impairmentioent health status and, therefore, it is
not a medical examination.

Although the administration of a vaccination is not a medi@h@ation, prescreening vaccination
guestions may implicate the ADA’s provision on disalgliaged inquiries, which are inquiries likely to
elicit information about a disability. If the employer adstartis the vaccine, it must show that such
prescreening questions it asks employeesijaterelated and consistent with business necessity.”

Prescreening Vaccination Questions

If anemployer requires an employee to receive the vaccination from theognep(or a third party) and
asks screening questiofte ensure that there is no medicalason that would prevent the person from
receiving the vaccinatignthesequestionsare subject to the ADA standards for disabilélated

inquiries

This is because preaccination medical screening questions are likely to efioiniation about a
disability. Therefore, such questions, if asked by the employer or a ctortian the employer’s behalf,
are “disabilityrelated” under the ADA. If the employer requires an employee &wvethe vaccination,
administered by the employer, the employer msisbw that these disabiligelated screening inquiries
are “jobrelated and consistent with business necessity.” To meet thisasthrah employer would need
to have a reasonable belief, based on objective evidence, that anysapiho does not answergh

17



https://www.eeoc.gov/laws/guidance/enforcement-guidance-disability-related-inquiries-and-medical-examinations-employees
https://www.eeoc.gov/laws/guidance/enforcement-guidance-disability-related-inquiries-and-medical-examinations-employees

HR Toolkit
Returning Workforces and COVID-19 Vaccines

guestions and, therefore, does not receive a vaccinatiohpege a direct threat to the health or safety
of themselver others.

By contrast, there are two circumstances in which disabdited screening questions can be asked
without needing tcsatisfy the “jobrelated and consistent with business necessity” requirement:

If an employer has offered a vaccination to employees on a voluntary basis (that is,
employees choose whether to be vaccinated), the ADA requires that the employee’s
decision to answer prescreening, disability-related questions also must be voluntary. If an
employee chooses not to answer these questions, the employer may decline to administer
the vaccine but may not retaliate against, intimidate or threaten the employee for refusing
to answer any questions.

If an employee receives an employer-required vaccination from a third party that does not
have a contract with the employer, such as a pharmacy or other health care provider, the
ADA “job-related and consistent with business necessity” restrictions on disability-related
inquiries would not apply to the pre-vaccination medical screening questions.

The ADA requires employers to keep any employee medical informatainesbin the course of the
vaccination prograrmonfidential.

Additionally, prevaccination medical screening questions may elicit infoomatbout genetic
information, such as questions regarding the immune systéfasndy members. It is not yet clear what
screening checklists for contraindications will be providéd @OVIEL9 vaccinations.

GINA defines “genetic information” to mean:

@ Information about an individual’s genetic tests;
@ Information about the genetic tests of a family member;

Information about the manifestation of disease or disorder in a family member (family
medical history);

Information about requests for, or receipt of, genetic services or the participation in
clinical research that includes genetic services by the individual or a family member of the
individual; and

Genetic information about a fetus carried by an individual or family member, or of an
embryo legally held by an individual or family member using assisted reproductive
technology.
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If the prevaccination questions do not include any questions abaugtgeinformation (including family
medical history), then aslg them does not implicate GINA. However, if theyarecination questions do
include questions about genetic information, then employers that wantdare that employees have
been vaccinated may want to request proof of vaccination instead of atriimg the vaccine
themselves.

GINA does not prohibit an individual employee’s own health care prdrade asking questions about
genetic information, but it does prohibit an employer or a doctatkimg for the employer from asking
questions about genetiaformation. If an employer requires an employee to provide piuatithey
have received a COVAI® vaccination frontheir own health care provider, the employer may want to
warn the employee not to provide genetic information as part efpioof. As long as this warning is
provided, any genetic information the employer receives in response request for proof of
vaccination will be considered inadvertent and thereforeumbawful under GINA.

COVIB19 Vaccination Verification and Disabilielated Inquiries

Asking or requiring an employee to show proof of receipt of d[ETAAaccinatiofis nota disability
related inquiry

There are many reasons that may explain why an employeehheen vaccinated, which may or may
not be disabilityrelated.Simply requesting proof of receipt of a COM®Draccination is not likely to elicit
information about a disability and, therefore, is not a diggb#lated inquiry. However, subsequent
employer questions, such as asking why an individual did noteeceaccination, may elicit information
about a disability and would be subject to the pertinent ADA standard thabth§obrelated and
consistent with business necessity.” If an employer requiresogegs to provide proof that they have
received a C@D19 vaccination from a pharmacy or their own health care geoythe employer may
want to warn the employees not to provide any medical informatigueasof the proof in order to avoid
implicating the ADA.

Emergency Use Authorization (EUA) and tf@\@D19 Vaccine

Some COVHDI vaccines may only be available to the public for the foresefedibte under EUA

granted by the FDA, which is different than approval under FDA vaccinerkcdimeFDA has an
obligationto ensure that recipients of the vaccesender an EUA are informed, to the extent practicable
under the applicable circumstances, that FDA has authorized the emetgencifhe vaccinsg, of the
known and potential benefits and risks, the extent to which such bgmefit risks are unknown, that
they have the option to accept or refuse the vacsiaad of any available alternatives to the product.

The FDA says that this information is typically conveyed ineaipi@tt sheet that is provided at the time
of the vaccine administration and that it posts the fact sheets on itsiteeldlore information about
EUA vaccines is available on #iA’'s EUA page

Employees withDisabilitiesPreventing Vaccination

If an employer requires vaccinatigmgen they are availabjethey must respond carefully to an
employee who indicates th#ttey areunable to receive a COVIDR vaccination because of a disability.

The ADA allows an employer to havgualification standarthat includes “a requirement that an
individual shall not pose a direct threat to the health or safetydifiduals in the workplace.” However,
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if a safetybased qualification standard, such asacination requirement, screens out or tends to screen
out an individual with a disability, the employer must show that aacoinated employee would pose a
direct threat due to a “significant risk of substantial harm tohtealth or safety of the individual or

others that cannot be eliminated or reduced by reasonalteramodation.”

Employers should conduct an individualized assessment of the followirfgdtors in determining
whether a direct threat exists:

@ The duration of the risk;

@ The nature and severity of the potential harm;

@ The likelihood that the potential harm will occur; and

The imminence of the potential harm.

A conclusion that there is a direct threat would include a detetion that an unvaccinated individual
will expose others to the virus that causes CE1@IBt the worksite. If an employer determines that an
individual who cannot be vaccinated due to disability poghseat threat athe worksite, the employer
cannot exclude the employee from the workplae® take any other actierunless there is no way to
provide a reasonable accommodation (absemtue hardshipthat would eliminate or reduce this risk so
the unvaccinated employee does not pose a direct threat.

If there is a direct threat that cannot be reduced to an accepielbtd,the employer can ekedethe
employee from physically entering the workplace, but this da¢snean the employer may
automatically terminate the worker. Employers will need to detegmihether any other rights apply
under the EEO laws or other federal, state and local aitit®

For example, if an employer excludes an employee basad orability to accommodate a request to be
exempt from a vaccination requirement, the employee nmegiftitled to accommodations such as
performing the current position remotely. Thishie same step that employers take when physically
excluding employees from a worksite due to a current CO¥tagnosis or symptoms

Managers and supervisors responsible for communicatiimgewiployees about compliance with the
employer’s vaccination regqement should know how to recognize an accommodation request from an
employee with a disability and know to whom the request should bereeféor

considerationEmployers and employees should engage in a flexible, interactiwsgitoddentify
workplce accommodation options that do not constitute an undue hardsigpificant difficulty or
expense).

This process should include determining whether it is necessary to obtasrtiugppocumentation
about the employee’s disability and consideringghbssible options for accommodation given the nature
of the workforce and the employee’s position. The prevaémthe workplace of employees who
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already have received a COXMDvaccination and the amount of contact with others, whoseination
statuscould be unknown, may impact the undue hardship consideration.

In discussing accommodation requests, employers and gegdalso may find it helpful to consult the
Job Accommodation Network (JAMbsiteas a resoure for different types of accommodations. JAN's
materials specific to COVID are availableere.

Employers may rely on CDC recommendations when decidingextaet effective accommodation that
wouldnot pose an undue hardship is available, but as explaimgrbifun QuestionK7, there may be
situations where an accommodation is not possible. When an employer makes thisndéleesfacts
about particular job duties and workplaces may be relevantldyems also should consult applicable
OSHatandards and guidance. Employers can find OSHA -S@i¢iie resourcesere.

Managers and supervisors are reminded that it is unlawfiistose that an employee is receiving a
reasonable accommodation or retaliate against an employeedolesting an accommodation
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Sincere Religious Beliefs Preventing Vaccination

If an employerequires vaccinationgvhen they are availabjethey must respond carefully to an
employee who indicates th#ttey areunable to receive a COVID vaccination because osacerely
held religious practice or belief

Once an employer is on notice that @mployee’s sincerely held religious belief, practicabservance
prevents the employee from receiving the vaccination, the employst provide a reasonable
accommodation for the religious belief, practice or obaece unless it would pose an undwedship
under Title VIl of the Civil Rights Act.

Courts have defined “undue hardship” undéte Vllas having more thande minimiscost or bureén on
the employer. EEOC guidance explains that because théidefof religion is broad and protects
beliefs, practices and observances with which the employgro@ainfamiliar, the employer should
ordinarily assume that an employee’s request fogialis accommodation is based on a sincerely held
religious belief. If, however, an employee requests agabgaccommodation, and an employer has an
objective basis for questioning either the religious naturéne sincerity of a particular belief, ptae or
observance, the employer would be justified in requesting additional siimgpaformation.

No Reasonable Accommodation Available

If an employee cannot get vaccinated for C@\Decause of a disability or sincerely held religious
belief, practie or observance, and there is no reasonable accommodation possilolét, Waild be
lawful for the employer texcludethe employee from the workplac€&his does not mean the employer
may automatically terminate the worké&tmployers will need to determinghetherany other rights
apply under the EEO laws or other federal, state and local digkor

Geneticlnformation, Employment Decisiomaking and Vaccinations

Title Il of GINAs notimplicated when an employer administers a C@\Daccine to employees or
requires employees to provide proof that they have received a CI9\MIBccination

Administering &£0VIBEL9 vaccination to employees or requiring employees to pegwidof that they
have received a COVID vaccination does not implicate Title Il of GINA bectdses not involve the
use of genetic information to make employment decisions,@atguisition or disclosure of “genetic
information” as defined by the statute. This includes vaccinationsifieamessenger RNA (mRNA)
technology However, if administration of the vaccine requires presdregguestions that ask about
geneticinformation, the inquiries seeking genetic informationhsas family members’ medical histories,
may violate GINA.
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Under Title Il of GINA, employers may. not

Use genetic information to make decisions related to the terms, conditions and privileges
of employment;

@ Acquire genetic information except in six narrow circumstances; or

@ Disclose genetic information except in six narrow circumstances.

CDC has explained that the mRBIVIEL9 vaccines “do not interact with our DNA in any way” and
“MmRNA never enters the nucleus of the cell, which is where ourdaXatic material) is kept.” (Ségs
link for a detailed discussion about how mRNA vaccines work). Thusingeuiployees to get the
vaccine, whether it uses mMRNA technology or not, does not violdfgsgirohibitions on using, acquiring
or disclosing genetic information.
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Appendix

Explore this fully printable appendix for deliverables dan be used right now. It includes policies,
employee communications and more.

Printing Help

There are many printable resources in this appendix. Please follow the itrstisiselow if youneed
help printing individual pages.

1. Choose the “Print” option from the “File” menu.

2. Under the “Settings” option, click on the arrow next to “Print All Pageaccess the drop
down menu. Select “Custom Print” and enter the page nunthage youvould like to print,
or enter the page number range you would like to print in the “Pages” box.

3. Click “Print.” For more information, please visit the Microsoft Wrdting support page
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General Practices

Mandatory COVIEL9 Vaccination Policy
Purpose

has adopted the following mandatory vaccination policy in keeping with our commitment to provide a safe and
hazard-free work environment for our employees, their families, visitors and local community. drafted this policy in
compliance with all applicable federal and state laws, including guidance from the Centers for Disease Control and
Prevention (CDC) and local health authorities.

Procedures

is requiring that all employees receive and provide proof of a COVID-19 vaccination by [insert deadline]. Any
individual seeking an exemption from this policy should speak with the human resources department as soon as
possible.

The [human resources department] will notify employees as to which vaccinations will be required under this policy,
and the deadline for compliance. [will provide a list of local facilities offering the vaccination] [will provide access to
the vaccine on company premises]. Employees are expected to consult with their respective managers regarding
the best time to be excused to receive the vaccine.

Employees must certify prior to the deadline that they either received the vaccine or obtained an approved
exemption from as detailed below. Employees may certify that they received a vaccination by presenting [insert
desired form of proof]. Employees who fail to meet one of the aforementioned criteria by the designated deadline
will be [insert discipline].

Reasonable Acc ommodations

Employees who request an exemption from this policy for medical, religious or any other reason must submit a
[request for accommodation form] to [human resources department] as soon as possible. Once the company has
been made aware of the need for an accommodation, the request will be evaluated in a manner consistent with all
applicable laws.

For additional information, please contact [insert contact name].

Printed

This Mandatory COVID-19 Vaccination Policy is a guideline meant to be edited to meet an employer’s situation. It is not meant to be exhaustive or construed as legal advice. Consult additional insurance and/or

legal counsel for professional advice. © 2021 Zywave, Inc. All rights reserved
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Voluntary COVIEL9 Vaccination Policy
Purpose

has adopted the following voluntary vaccination policy in keeping with our commitment to provide a safe and
hazard-free work environment for our employees, their families, visitors and local community. drafted this policy in
compliance with all applicable federal and state laws, including guidance from the Centers for Disease Control and
Prevention (CDC) and local health authorities.

Procedures

is encouraging all employees to receive a COVID-19 vaccination within [insert designated time frame]. The [human
resources department] will notify employees as to which vaccinations will be covered by this policy [and the time
frame by which employees are encouraged to abide]. [will provide a list of local facilities offering the vaccination]
[will provide access to the vaccine on company premises]. Employees are expected to consult with their respective
managers regarding the best time to be excused to receive the vaccine.

Employees who receive the vaccine will need to certify that fact within the designated time frame. Employees may
certify that they received a vaccination by presenting [insert desired form of proof]. Employees who fail to become
vaccinated within the designated time frame will be required to wear a face covering all at times while on premises
unless they have obtained an approved exemption.

Reasonable Accommodations

Employees who request an exemption from the requirement to wear a face covering for medical, religious or any
other reason must submit a [request for accommodation form] to [human resources department] as soon as
possible. Once has been made aware of the need for an accommodation, the request will be evaluated in a
manner consistent with all applicable laws.

For additional information, please contact [insert contact name].

Printed

This Voluntary COVID-19 Vaccination Policy is a guideline meant to be edited to meet an employer’s situation. It is not meant to be exhaustive or construed as legal advice. Consult additional insurance and/or

legal counsel for professional advice. © 2021 Zywave, Inc. All rights reserved



Mandatory COVIEL9 Vaccination Letter to Employees

Dear Employee,

is requiring that all employees receive the COVWvaccine, effectivensert datd [, in accordance
with our mandatory vaccination policyThis is in keeping with our commitment to providing a safe and
hazardfree work environment for our visitors, employees and their families.

All employees must receive their COMI®vaccine byinsert date] Any individual seeking a delay or
exemption—for medical, religious or any other reaseshould speak with human resources as soon as
possible.

will cover all expenses related to receiving the vaccine.

[Optional Insert details about where employees can get the vaccine, includiatidoctime and
provider.]

For additional information, please contdatsert contact name]

Regards,



Voluntary CQ¥ID-19 Vaccination Letter to Employees

Dear Employee,

is encouraging all employees to receive the C@¥Maccind, as part of our voluntary vaccination
policy]. This is in keeping with our commitment to providing a safe and hdeeedvork environment
for our visitors, employees and their families.

Employees may choose where they like to receive the vaccination, thoubpravilde vaccinations en
site through[insert vaccine providerExpect more details to follow.

[Optional Delete the previous sentence and include details herdudiitg the vaccine provider, when
they will be onsite and other necessary information.]

Should you choose to receive thaccine, will cover all related expenses.

For additional information, please contdatsert contact name]

Regards,



COVIDB19 Vaccination Employee Letter for Essential Workers

Dear Employee,

Across the country, the COVID pandemic is having destating effects. We appreciate how much you
have already done to adapt during this challenging time. As you know, we havaleg preventive
measures atagainst COVHDI for the past several months to help keep you, our entire, stadir

families ad our customers safe. We have worked under some uncertain and tritssfal conditions,
and you have helped make it possible for us to continue sgargial operations.

It's important that essential workers like you are vaccinatedumcofyour rolein maintaining critical
infrastructure operations. Essential workers are at incredskaf getting COVAI® and spreading it to
others because workelated duties must be performed eite and involve being in close contact (within
6 feet for a cumulatie total of 15 minutes in a Zdbur period) with the public or emorkers.

Getting the COVHDI vaccine gives you an added layer of protection againgtao and could also
protect your ceworkers and your family. Here are some key points about CI9Widzcination:

x All COVIR9 vaccines available in the United States are very effective at pneyére disease.

x The most common side effects are pain in the arm where you gohdtefseling tired,
headache, body aches, chills and fever.

X Stopping a paremic requires using all the tools we have avaitallearing masks, staying at
least 6 feet from people who don't live with you, avoiding croavdspoorly ventilated spaces,
washing your hands frequently and getting vaccinated.

[Optional, if you have scheduled vaccination dinics] Your health and safety continue to be our priority and,
to ensure convenient access to vaccination, we will have vaccines avaitablstaff atinsert
information about where to get vaccinated]

If you have questions aibt our vaccination clinics, please confawtert name and contact information
for your company’s point of contact]

If you want to know more about COVID vaccines, visitww.cdc.gov/capnavirus/2019cov/vaccines

Sincerely,


http://www.cdc.gov/coronavirus/2019-ncov/vaccines

Employer Will Cover the Cost of COVID-19 Testing Letter

Dear Employee,

IS committed to protecting the health of our employees. As suehyw be fully covering the cost of
COVIBL9 testing procedures.

To learn more about this policy, please contact human resourcgssatt contact information]

Kind regards,



Welcome Back to Work Employee Communications Letter

Dear Employee,

Welcome back to work! We've been looking forward to the dayd be able to reopen our doors to our
employees[Sample text regarding the decision to reopen: The detitiaeopen our busings was not

taken lightly—we carefully reviewed federal, state and local reopening guidelines and consideratiters
much discussion, we decided that we could reopen our doors aratent a plan that will help us do so while
preserving your health and fety.]

At , it is our priority to keep our employees and their families healthy, especidhg imidst of the COVHD9
pandemic. As such, we will abide by governmental guidelines when possible as we strive to balance public
health concerns with the needof our business. Some notable workplace changes include thevifod:

[This list below features sample text regarding workplace updatelsneeds to be updatelefore
distributing to employees.]

x Modified office layout—We've updated workstations to enguthat they’re suitable for social
distancing protocols, closed our communal spaces and set-tquob doors.

X Increased office cleaningCleaning crews will clean the office twice daily, focusing on sanitizing and
disinfecting higkhtouch surfaces.

x Updated employee protocols'\We've implemented various employee health and safety protocols
that focus on social distancing, health screening and general hygiene reminders to keep our
employees safe and healthy while returning to work.

While we will implemet various protocols to ensure your safety, it's up to you and yowmockers to execute
on these protocols daily. hopes to clearly communicate our plans moving forvgdnlighti workplace
protocols in place to protect your safety and establish a Efvebdmfort for all of our employees as we ask
you to return to the office.

With that being said, we want you to feel as comfortable as possible in your retworkoPlease let your
manager or HR know if you feel there is another process or procedwanwiaplement to further protect
the health and safety of all employees. In addition, we understand that every emplsitaation is different
and encourage those with specific risks or concerns to reach out to theager or HR to discuss alternate
arrangements, should they be necessary.

is excited to welcome you back to work, and we’re confident that,dokimg together, we can establish a
safe, new normal that works for our business and employees. We feel that the plans adupequt in
placewill help make your transition back to the office a success, but we wa&mole how our plans can be
improved. Please reach out to your manager or HR with your suggedtettslove to hear them!

Sincerely,



COVIB19 Symptom ScreeninGhecklist

This checklist follows guidance from the Centers for Bés€antrol and Prevention (CDC) for monitoring
symptoms consistent with COVID, and exposures to the virus that causes it.

Please fill out and return this checklist.

Printed name:

Sgnature: Date:
Doyou have any of the following symptomsthat are not caused by another
condition?
Fever or chills . o
Cough . o
Shortness of breath or difficulty breathing . .
Fatigue . .
Muscle or body aches . .
Headache . .
New loss of taste or smell . .
Sore throat . .
Congestion or runny nose . .
Nausea or vomiting . o
Diarrhea . o

Have you recently experienced any of the following GOVID-19 emergencywarning

signs?

Trouble breathing . .
Persistent pain or pressure in the chest . o
New confusion o o
Inability to wake or stay awake . o
Bluish lips or face . o

This checklist is merely a guideline. It is neither meant to be exhaustive nor meant to be construed as legal advice. It does not
address all potential compliance issues with federal, state or local standards. Consult your licensed representative at Apex Benefits
or legal counsel to address possible compliance requirements. © 2021 Zywave, Inc. All rights reserved.



CHECKLIST | coViEL9 SYMPTOM SCREENING CHECKLIST

QOMID-19 Sreening Questions

Within the past 14 days, have you been in close physical contact (6 fdeser for at
least 15 minutes) with a person known to have laboratomnfirmed COVHR9 or with
anyone who has any symptoms consistent with CQY™D

Yes

\[¢}

Within the past 14 days, has a public health or health care profesaibriaéd you to self
monitor, isolate or quarantine because of concerns about GO¥iiifection?

Have you had a positive CON Dtest in the past 10 days?




COVIB19Vaccine Workplace Planning Checklist

Employers can play a key role in C@\@®Daccine distribution and should prepare for when vaccin
access reaches the general public. This docuomnpiles guidance from the Centers for Disease Control
and Prevention (CDC) and offers considerations for employers wheuaoting COVHD9 vaccine

workplace planning. To get started, employers can reviewstopithis checklist.

Initial GOVID-19 Vaccine Hanning Y5 NO NA
Is your organization monitoring vaccine availability from th@ &l local health . . .
officials?

Has your organization determined whether your workplacehaile a mandatory or . .
voluntary vaccination policy?

Has your organization determined your workplace’s eligildibffer onsite . . .
vaccinations?

QOVID-19 Vaccine Rolicy Development Y5 NO NA
Has your organization created a voluntary or mandatory GOdArkplace vaccine . .
policy?

If applicable, does your vaccination policy specify a date b whiaccination will be . .
required?

If applicable, does your vaccination policy specify how emgdagemn certify they have . .
received a vaccination?

If applicable, does your vaccination policy specify disciplindpnador not complying by . .
the designated deadline?

If applicable, has your workplace developed a policy for emgdoyho have a medical, . .
religious or other exemption fromeceiving the vaccine?

Has your workplace developed a policy for employees to take time offdiveehe . . .
vaccine, and if necessary, take time off work due to potenti@lesfects?

QOMID-19 Vaccine Distribution Planning

Has your organization determined whether your workplaceoffiél onsite vaccinations? e . .

This checklist is merely a guideline. It is neither meant to be exhaustive nor meant to be construed as legal advice. It does not
address all potential compliance issues with federal, state or local standards. Consult your licensed representative at Apex Benefits
or legal counsel to address possible compliance requirements. © 2021 Zywave, Inc. All rights reserved.



CHECKLIST | covimLe VACCINE WORKPLACE PLANNING

If offering vaccinations esite, has your organization planned for the logistics of vacci
distribution?

If not offering vaccinations esite, has your organization determined alternative sites
where employees can receive vaccines?

Has your organization created a schedule for employees to gahated (factoring
potential workershortages due to the time required to get the vaccine, and ifsszcg,
recover from potential side effects)?

Has your organization established how employees should dieeminen to get
vaccinated (e.g., consult with manager, follostaaygered schedule or other practice)?

Employee G®mmunications Fanning

YS NO NA

Is your organization sharing any updates with employees on amgrggsis?

Is your organization using multiple channels #ftgctively reach all employees?

Has your organization established tway communications with employees and specified.

apoint of contact for employees who have questions, comments or concerns?

QOMID-19 Vaccine Communication Topics

YS NO NA

Has your organization shared general information about the GT®»ARccines with
employees?

X

X

X

X

X

Overview of available vaccines and their differences
Number of doses required for vaccination

Facts and myths about thaccine

How vaccines work

Benefits

Efficacy and safety

Possible side effects

Is your organization keeping employees up to date on expeataihation timelines for
your workplace?

Has your organization’s voluntary or mandatory vaccinatidoypoéen shared with
employees?

Has your organization shared details with employees for how test@ medical,
religious or other vaccination exemption?

Has your organization shared expectations for vaccination samgdelg., requiring
employees to consult with a manager, follow a staggered schedolber practice)?




CHECKLIST | covimLe VACCINE WORKPLACE PLANNING

Has your organization provided employees with vaccinatemlsiails (whether
employees will receéva vaccine osite, or at an alternative site)?

Has your organization provided employees with details for \&@mincosts (including
potential paid time off for getting vaccinated or recoverigf any side effects)?

Hasyour organization clarified expectations of employees fotitoed COVIE9 safety
precautions or protocols, such as hamdshing, maskvearing and avoiding close contact e o .
in the workplace?

Workplace Reopening Y5 NO NA

Has your organization planned for how vaccinations will imgféats to reopen the
workplace?

Has your organization established peatcination safety precautions or protocols,
including social distancing, haméshing and mask requirements?




Respondingo a PositiveCOVIB19 TestChecklist

The COVH29 pandemic has challenged employers to plan for how theydwesipond to a positive test
in their workplace. Employers are responsible for hagdhia situation swiftly to protect the health of
other employees while preserving the affected employeeaifidentiality. In addition to notifying the
company and its customers, employers must also disinfect tive affid evaluate next steps. If you're in
this situation, you may be wondering what you need to do. The Centesdease Control and
Prevention (CDC) provides guidelines for how emplogersespond, and this checklist provides an
outline of steps for employers to consider.

Enployer Preparedness Hans YEBS NO NA
Does your organization have CO¥fxesting practices in place that comply . .
with all applicable federal and local guidance?

Does your organization have a planned response in place in thieofan . . .
employee testing positive for COVID?

If yes, has a planned response been communicated to employees? . . .

Addressing Enployee Who Tested Positive

Calmly and empathetically address the employee to discuss nextastd@ssistance. .
Ensure the employee that their identity will remain confiif. .
Question the employee about with whom they have been in comitiein the last 14 days. .
Determine if the employee has been in the workplace withéendhkt seven days. .

Ensure the employee goes into isolation, and help them cooediaking leave or paid time off until
they’ve recovered.

Refer the employee to local health resasc .

This checklist is merely a guideline. It is neither meant to be exhaustive nor meant to be construed as legal advice. It does not
address all potential compliance issues with federal, state or local standards. Consult your licensed representative at Apex Benefits
or legal counsel to address possible compliance requirements. © 2021 Zywave, Inc. All rights reserved.



CHECKLIST | RESPONDING TO A POSCONEELY TEST

CGommunications

Notify any ceworkers or customers with whom the ill employee had been inaobnt

Makedeterminations on any employees who should beginiselation for 14 days. Communicate
steps for selfsolation, includingaking leave, paid time off or remote work arrangements.

Notify the rest of the company by email or letter that an employestasted positive for COVID.
Keepthe employee’s identity confidential.

Notify employees on next steps, including details for a partial or full clogimg wbrkplace for
disinfecting.

If planning on having any or all employees work from home dnglt® office, disclose this
information in the communication.

Uose Down the Workplace

Determine whether the workplace will be partially or fully closingifimfécting.

If feasible, allow eligible employees to work from home duringithes

Ensure all temporary closing information is communicated td@maps, including whom this affects
remote work expectations, paid time off, leave and expectedlines for reopening the workplace.

Review provisions included in the newly instituiederal leave act, thEamilies First Coronavirus
Response Act (FFCRgXould you need to close the office or if employees opt to take ldae to
COVIEL9. Certain employers are required to provide employeesaxjpianded family and medical
leave for specified reasons related to CGMBhrough Dec. 31, 2020.

Create plans for only cleaning staff to be in infected areas for #2 Hating thedisinfecting period.

Preparing for Disinfecting

If the employee has been in the workplace within the last seags, hegin preparations for
disinfecting the workplace.

Ensure necessary cleaning supplies are stocked, includingrsdajsinfectants listed by the
Environmental Protection Agency (EPA) to use against@GARSthe virus that causes COMI®

Ensure personal protective equipment is stocked for cledrargs, including gloves, gowns and fa
coverings.

Evacuate planned areas for disinfecting for at least 72 hours.


https://nam05.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.congress.gov%2F116%2Fbills%2Fhr6201%2FBILLS-116hr6201eh.pdf&data=02%7C01%7Cerica.storm%40zywave.com%7C459e233fc6934cded2b508d7cb812f4a%7Cbd0c095f5d664273a20964796ae91974%7C0%7C1%7C637201628024420928&sdata=HFlrBZfQwm7SpWa30q81dwGt7V3XB0EI4s%2FX9gbQrdQ%3D&reserved=0
https://nam05.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.congress.gov%2F116%2Fbills%2Fhr6201%2FBILLS-116hr6201eh.pdf&data=02%7C01%7Cerica.storm%40zywave.com%7C459e233fc6934cded2b508d7cb812f4a%7Cbd0c095f5d664273a20964796ae91974%7C0%7C1%7C637201628024420928&sdata=HFlrBZfQwm7SpWa30q81dwGt7V3XB0EI4s%2FX9gbQrdQ%3D&reserved=0

CHECKLIST | RESPONDING TO A POSITIVE-COVEST

Disinfecting the Workplace

Close off all areas visited by the person, open windows and uskatiegtians with airflow. After
opening up the airflow, wait 24 hours before beginning cleanin

After 24 hours, cleaning staff should begin disinfecting all areasjaiqeent used by the person. .

Ensure cleaning staff is using personal protective equiprimafiding gloves, gowns and face
coverings.

Begin by cleaning all hard surfaces with soap and water. .

Apply a disinfectant to all surfaces. The EPA lists appropriatiecltisnts for use against SAGS\V2,
the virus that causes COVIB.

Clean soft surfaces such as carpeted floor, rugs and drapes. Forfaaftsbest cleaning practices
are similar to those of hard surfaces. However, you can cleanraelng if possible. If not an .
option, continue to clean with a disinfectant.

Clean electronic devices, according to manufacturers’ instructionsthoaleohotbased cleaning
solutions with at least 70% alcohol.

Clean soft laundry items, such as towels, linens and-netated clothing using manufacturers’
instructions, usig the warmest possible water setting.

When employees return after 72 hours, resume routine cleanimiiyes. .

Use this checklist as a guide when planning how to respond to doyampesting positive for COVID.
For any items you are unable to check, considestherany updates to your organization’s response
could help protect the health and safety of empleyand guests. By preparing in advance, employers
can swiftly respond to the employee, effectively notify the régher organization and make plans for
moving forward. Apex Benefits is here to help during thesertaio times. Contact us today for
addtional COVIEL9 resources and guidance for how your company can respond to it.



Returnto-Work Communications PlanninGhecklist

The COVIEL9 pandemic has challenged existing practices in the woe@Ead many employers are
implementing returAo-work plans—which often include updating expectations for employees and
partners. When utilizing effective communications, orgamizatcan equip employees to contribute to
post-coronavirus efforts. By being proactive and establisHiegteze communicatin plans, employers
can not only help prevent the spread of CObut put employees at ease, knowing that necessary
steps are being taken to best ensure their health and safety. Astetwork updates often influence
various workplace changes, organizations may also want to cohsideo effectively communicate with
customers, vendors, guests and local officials. To getdiameployers can review how topics on this
checklist fit into their communications strategy.

Employee Relations YEBS NO NA
Are employees being referred to a primary channel of commumitsator . . .
COVIELY9related updates?
Have employees received communications regarding expecdtohand

- [ ] [ J [ ]
washing?
Have employees received communications regarding expectdtoproper . . .
social distancing?
If employees are expected to wear face coverings or masks in tkplaae, . . .
have expectations been communicated?
If face coverings or masks are not provided to employees, haasdeten . . .
communicated for any face covering or mask cost reimbursepregtams?
Have employees received communications regarding poligesade to protect . . .
employees in COUD highrisk categories?
Have employees received communications regarding any updatesibte

. [ ] [ ] [ ]

work policies?
Have employees received communications regarding any updaiesiness . . .
travel policies?
Have updated expectations for meetings beemmunicated to employees? . o .
Have employees received information on existing or new leali@gs? . o .
Has your organization provided communications on updateg-ngsistant . . .
cleaning procedures, including any expectations of empsdyee
Has your organization provided employees with health and@gsliresources? o o .

This checklist is merely a guideline. It is neither meant to be exhaustive nor meant to be construed as legal advice. It does not
address all potential compliance issues with federal, state or local standards. Consult your licensed representative at Apex Benefits
or legal counsel to address possible compliance requirements. © 2021 Zywave, Inc. All rights reserved.



CHECKLIST | RETURNOWORK COMMUNICATIONEANNING

Training Employees

Are employees trained on what COXrelated symptoms to look for?

YEBS

NO

NA

Are employees trained on proper ham@shing, including how and when to
wash their hands?

If using face coverings or masks, have employees been trairpdmer
procedures?

Are employees trained on cleaning and disposing of persootacfive
equipment, including face coverings, masks and gloves?

Have cleaning teams been trained on coronaviessstant best practices,
including cleaning surfaces with use of disinfectants that aeel list the
Environmental Protection Agency (EPA) to use against@GARSthe virus
that cause<COVIBL9?

Are employees aware that thorough cleaning procedures doeptdaae best
practices, such as social distancing?

Monitoring GOMD-19 Synptoms

If conducting COVIIO screenings caite, have employees received
communications clarifying the process of screenings?

YES

NO

NA

If conducting COVIIO screenings crite, have employees been assured that
all screenings will be conducted using safe practices and aofiuiliance with
all federal and local laws?

Are employees aware of follewp steps should they display COY#related
symptoms?

Qugtomers, Vendors and Quests

Are ongoing business updates communicated to customers?
Has ongoing dialogue been established with vendors?

Have any updates to visitation or gupsticies been shared both internally and
externally?

YEBS

NO

NA



CHECKLIST | RETURNOWORK COMMUNICATIONS PLANNING

Local Health Cfficials YEBS NO NA
Is your organization following guidance from local hedfthials and . . .
establishingpngoing dialogue as necessary?

Is your organization prepared to utilize local health resourcé®irvent of a

positive COVHR9 test and recommend health resources to affected . o .
employees?

Future Preparedness YEBS NO NA
Does your organization have a planned response in place in thieofan . . .
employee testing positive for COVID?

Have disinfecting and cleaning plans been communicated ttogegs in the . .
event of an employee testing positive ©@OVIBEL9?

Does your planned response include notifying employees wastgof a . . .
positive COVHD9 test?

Does your organization have a preparedness plan for communicigiitages . . .
for any future partial or full closings of therkplace?

Use this checklist as a guide when planning your organizgimstsoronavirus communications plans.
For any checklist items you select “NO,” considetherany changes could help ensure rettiwAavork
plans are communicated effectively. For assistaritte COVIEL9-related topics, contact Apex Benefits.



WORKPLACES DURING THE COVID-19 PANDEMIC

Should you consider
opening?

v Will reopening be
consistent with
applicable state and
local orders?

v Areyou readyto
protect employees at
higher risk for severe
illness?

ANY
NO

4

The purpose of this tool is to assist employers in making (re)opening decisions during the COVID-19 pandemic,
especially to protect vulnerable workers. It is important to check with state and local health officials and other
partners to determine the most appropriate actions while adjusting to meet the unique needs and circumstances of

the local community.

Are recommended health and safety
actions in place? v

v Promote healthy hygiene practices
such as hand washing and
employees wearing a cloth face

ALL
YES

covering, as feasible v
v Intensify cleaning, disinfection, and
ventilation ALL v
% v' Encourage social distancing YES 9
and enhance spacing between v

employees, including through
physical barriers, changing layout
of workspaces, encouraging
telework, closing or limiting access

to communal spaces, staggering v
shifts and breaks, and limiting large
events, when and where feasible

v

v Consider modifying travel and
commuting practices. Promote
telework for employees who do not
livein the local area, if feasible.

v Train allemployees on health and
safety protocols

ANY
%

MEET
SAFEGUARDS
FIRST

Is ongoing monitoring in place?

Develop and implement
procedures to check for signs

and symptoms of employees
daily upon arrival, as feasible

Encourage anyone who is sick
to stay home

Plan for if an employee gets
sick

ALL OPEN AND

YES

MONITOR

Regularly communicate
and monitor developments
with local authorities and
employees

Monitor employee absences
and have flexible leave policies
and practices

Be ready to consult with the
local health authorities if there
are cases in the facility or an
increase in cases in the local

darea
ANY
NO

v

MEET
SAFEGUARDS
FIRST

cdc.gov/coronavirus



What to Expect Handout

Vaccines (shots) are one of the tools we
have to fight the COVID-19 pandemic.

@ @

To stop this pandemic, we need to use all of our prevention tools. Vaccines are one of the most effective tools to protect
your health and prevent disease. Vaccines work with your body’s natural defenses so your body will be ready to fight
the virus, if you are exposed (also called immunity). Other steps, like wearing a mask that covers your nose and mouth
and staying at least 6 feet away from other people you don't live with, also help stop the spread of COVID-19.

(\\\\\\\\\\\W‘ .

Studies show that COVID-19 vaccines are very effective at keeping you from getting COVID-19. Experts also think that
getting a COVID-19 vaccine may help keep you from getting seriously ill even if you do get COVID-19. These vaccines
cannot give you the disease itself.

! G

- @D

= =

= =
The vaccines are safe. The U.S. vaccine safety system Different types of COVID-19 vaccines will be available.
makes sure that all vaccines are as safe as possible. All Most of these vaccines are given in two shots, one at
the COVID-19 vaccines that are being used have gone a time and spaced apart. The first shot gets your body
through the same safety tests and meet the same ready. The second shot is given at least three weeks later
standards as any other vaccines produced through the to make sure you have full protection. If you are told you
years. A system in place across the entire country that need two shots, make sure that you get both of them. The
allows CDC to watch for safety issues and make sure the vaccines may work in slightly different ways, but all types
vaccines stay safe. of the vaccines will help protect you.

www.cdc.gov/coronavirus/vaccines

12/23/20




CDC | NCIRD | Facts about COVID-19 vaccines

- P

The vaccines may cause side effects in some people, like .
sore muscles, feeling tired, or mild fever. These reactions When you get the vaccine, you and your healthcare
mean the vaccine is working to help teach your body how worker will both need to wear masks.

to fight COVID-19 if you are exposed. For most people,

_ ) CDC recommends that during the pandemic, people wear
these side effects will last no longer than a day or two.

) : a mask that covers their nose and mouth when in contact
Having these types of side effects does NOT mean that with others outside their household, when in healthcare

you have COVID-19. If you have questions about your facilities, and when receiving any vaccine, including a
health after your shot, call your doctor, nurse, or clinic. As COVID-19 vaccine.

with any medicine, it is rare but possible to have a serious

reaction, such as not being able to breathe. Itis very

unlikely that this will happen, but if it does, call 911 or go

to the nearest emergency room.

Ny
x >6 feet

Even after you get your vaccine, you will need to keep wearing a mask that covers
your nose and mouth, washing your hands often, and staying at least 6 feet away from
other people you do not live with. This gives you and others the best protection from
catching the virus. Right now, experts don't know how long the vaccine will protect
you, so it's a good idea to continue following the guidelines from CDC and your health
department. We also know not everyone will be able to get vaccinated right away,
so it’s still important to protect yourself and others.



ldentifying Misinformation About

COVID-19 Vaccines

Along with various factors that influence vaccine decision-making, we continue to navigate
an infodemic —an overabundance of information, both accurate and inaccurate. As a result,
misinformation about the pandemic and COVID-19 vaccines has increased and is readily shared

on social media.

Unsure about the COVID-19 vaccine 60% of U.S. adults who get their
based on claims you heard? Ask ) news through social media admit to
yourself the following questions to sharing made-up news.

sort out vaccine fact from fiction: 56% of Americans think that

-) misinformation will get worse over

Who's saying it? the next 5 years.
Check out not just who posted it,
but also the author and whether it's R : . .
L ely on solid sources to dispel vaccine
posted by a well-known publication. myths, and contact us for information

When was this published? about COVID-19 vaccines.

Check the date because vaccine
developments are ongoing and
change quickly.

Where else is it being reported?
Do a quick online search to see if

federal or local health officials are
reporting it.




Three Ways to Avoid
COVID-19 Vaccine Scams

While vaccination details are
getting worked out, here’s what
you can be sure of:

® You can’t pay to put your
name on a list to get the

vaccine. That’s a scam. © .
\N=
Q

® You can’t pay to get early
access to the vaccine.
That’s a scam.

® Nobody legit will call about
the vaccine and ask
for your Social Security,
bank account, or credit
card number. That’s a scam.

Ignore any vaccine offers
that say different, or ask for
personal or financial information.

Learn more at

ftc.gov/coronavirus/scams
consumerresources.org/beware-coronavirus-scams

FEDERAL TRADE ﬁ NATIONAL
ASSOCIATION or

ATTORNEYS GENERAL

+# COMMISSION




Building Confidence in
COVID-19 Vaccines

\\ More than 70% of Americans say they will get vaccinated against COVID-19.

e Toreach herdimmunity, experts estimate about 75% te 85% of the population will
¥, need to be vaccinated, or have immunity through prior infection.

Increased confidence in the COVID-19 vaccines and people
getting vaccinated can lead to fewer:

- COVID-19 illnesses

- Hospitalizations

- Deaths

How to Build Employees’ Confidence in COVID-19 Vaccines

Encourage organization leaders to be vaccine champions.
Discuss COVID-19 vaccines in settings where employees can ask guestions.

Share key messages about safety, side effects, benefits and herd immunity through
multiple channels familiar to employees.

Educate employees about COVID-19 vaccines —including development and efficacy —
and how they can talk to others about vaccines.

O 0 0006

Invite organization leaders to make their decisions to get vaccinated visible and
celebrate them. Reinforce that employees getting vaccinated against COVID-19 can
be a driving force for a safe return to work.

Employers play a critical role in helping promote and providing accurate
information about COVID-19 vaccinations. Contact us today for additional
resources about COVID-19 vaccines.



What You Need to Know About the
COVID-19 Vaccines

There is a lot of information going around about the COVID-19 vaccines. Here’s what
you need to know.

Are there two vaccines?

There are two two-dose vaccines that have been given emergency use authorization by the Food and Drug
Administration at the time of this writing: the Pfizer-BioNTech vaccine and the Moderna vaccine. The vac-
cines differ in some ways (namely, how they must be shipped), but they are fundamentally the same.

What'’s in the COVID-19 vaccines?

Both vaccines that are authorized for use are messenger RNA (mRNA) vaccines. mRNA vaccines teach your
cells how to make a protein—or even just a piece of a protein—that triggers an immune response, and then
antibodies, inside your body to protect you from getting infected if you're exposed to the real virus.

Are they safe?
Yes, mRNA vaccines have been held to the same rigorous safety and effectiveness standaratsall other
types of vaccines in the United States.

Are there side effects from receiving a COVID-19 vaccine?
There is a chance you may experience mild side effects after taking the COVID-19 vaccine. This is a normal
part of the process and simply means the vaccine is working. Some of the symptoms include:
« Pain, redness or swelling near where the shot was administered
« Fatigue
« Joint pain
« Chills
» Headache
* Fever
Contact your doctor if your symptoms worsen or persist after a couple of days.

When canl get vaccinated?

There is currently a limited supply of the vaccines. As such, the first wave of vaccines will go to frontline
health workers and members of senior living facilities. It's currently unclear how soon vaccines will be made
available to the general public.


https://www.fda.gov/media/139638/download

COVID-19 Vaccine Myths

You've probably heard that a vaccine would help bring an end to the COVID-19 pandemic. Now, you may
have questions about those vaccines, especially in the age of misinformation.

Here are some common myths about the COVID-19 vaccines.

. Myth: If you get a COVID-19 vaccine, you will get COVID-19,
. The two vaccines authorized for use are messenger RNA—or mRNA—vaccines, which
do not use the live virus that causes COVID-19. As such, you will not get COVID-19 from
& ) getting vaccinated.

Myth: COVID-19 mRNA vaccines affect or interact with your DNA.

The COVID-19 vaccine will not affect or interact with your DNA, because mRNA never
enters the nucleus of the cell, which is where our DNA (genetic material) is kept. The cell
breaks down and gets rid of the mRNA soon after it is finished using the instructions.

Myth: COVID-19 mRNA vaccines aren’t safe.

mRNA vaccines have been held to the same rigorous safety and effectiveness standar
as all other types of vaccines in the United States. The only COVID-19 vaccines the
Food and Drug Administration will make available for use in the United States (by
approval or emergency use authorization) are those that meet these standards.

Myth: You don’t have to follow CDC COVID-19 prevention strategies after
getting vaccinated.

Even after receiving both doses of the vaccine, you must continue following COVID-19
preventive safeguards from the Centers for Disease Control and Prevention (CDC).
This includes covering your mouth and nose with a mask when around others,
staying at least 6 feet away from others, avoiding crowds and washing your hands
often. It’'s important for everyone to continue using all the tools available to help stop
this pandemic as we learn more about how COVID-19 vaccines work in real-world
conditions.

For more information about COVID-19 vaccines,
visit the CDC’s vaccination page


https://www.fda.gov/media/139638/download
https://www.cdc.gov/coronavirus/2019-ncov/vaccines/index.html

' Continuing the

Journey of a COVID-19 Vaccine

When the U.5. Food and Drug Administration (FDA) authorizes a COVID-19 vaccine®, experts may consider recommending them for public use.

How a COVID-19 vaccine is recommended for public use

The Advisory Committee on Immunization Practices (ACIP) is a group of medical and public health experts that advise
CDC on the best way to use vaccines to protect the public’s health in the United States. Representatives from 30 liaison
organizations also bring related immunization expertise to the committee. This group carefully reviews all available data
about a COVID-19 vaccine from clinical trials and other studies to develop recommendations for vaccine use. The ACIP
continues to review vaccine safety and effectiveness data even after the vaccine is recommended for use and may change
or update recommendations based on that data.

When making recommendations,
ACIP considers:

How safe is the vaccine when given at specific ages?
How well does the vaccine work at specific ages?
How serious is the disease this vaccine prevents?
How many people would get the disease the vaccine
prevents if we didn't have the vaccine?

ACIP recommendations are not official until the CDC Director
reviews and approves them. These recommendations then
become official public health guidance.

* FDA Vaccine Facts: The Path for a COVID-19 Vaccine from Research to Emergency Use Autharization, www.fda.gov/media/143890/download

How a COVID-19 vaccine’s safety continues to be monitored

FDA and CDC closely monitor vaccine safety
after the public begins using a vaccine.

The purpose of monitoring is to watch for adverse events (possible side effects). Monitoring a vaccine
after itis li d helps that possible risks iated with the ine are identified.

Vaccine Adverse Event Reporting System (VAERS)

VAERS is a safety monitoring system that is jointly managed by CDC and FDA.
VAERS collects and analyzes reports of adverse events that happen after vaccination,
Anyone can submit a report, including parents, patients, and healthcare professionals,

Clinical Immunization Safety

Vaccine Safety Datalink (VSD) Assessment Project (CISA)
VSD is a collaboration between CDC and CISA is a collaboration between CDC
9 integrated healthcare organizations. and 7 medical research centers.
V5D conducts near real-time safety monitoring of CISA provides vaccine safety expertise to assist U.S.
vaccines as they are being administered and does healthcare providers with complex vaccine safety
vaccine safety research. questions about their patients and conducts clinical

research studies to better understand vaccine safety.

V-safe: After Vaccination Health Checker
»

v-sate’ V-safe is an active monitoring program for COVID-19 vaccine safety.
This new smartphone-based tool uses text messaging and web surveys to
provide personalized health check-ins after COVID-19 vaccination.
V-safe also provides second COVID-19 vaccine dose reminders, if needed.

Vaccine recommendations may change if safety monitoring reveals new
information on vaccine risks (like if scientists detect a new serious side effect).

For more information, visit www.cdc.gov/coronavirus/vaccines

1217720



How to Wear a Face Covering Poster
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