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What’s the big deal?

The World Health Organization has now confirmed that there are more cases of coronavirus 
(COVID-19) outside of China than in it.

With this epidemic continue to spread globally, employers have the difficult task of keeping 
employees safe while minimizing the impact on their continued operations. Don’t worry, 
we’re here to help!

In this Coronavirus (COVID-19) Employer Response Guide, you will find the 
following resources:
1. State of the Nation

2. Employer Preparation Checklist

3. Employee Personal Preparation Checklist

4. Printable Coronavirus Bulletin for Employees

5. Email Template for Team Communication



1. State of the Nation

Chances are high that you are already aware of the growing fear and impact of the 
coronavirus (COVID-2019).

This epidemic originated in China at the end of 2019, and in a matter of months has spread 
globally. The World Health Organization has confirmed that there are now more coronavirus 
cases outside of China than in it, with over 80,000 cases worldwide.

COVID-2019 is most contagious early in its life cycle (1-3 days after showing symptoms). 
Symptoms are similar to the flu and include coughing, fever, body aches, etc. About 80% of 
cases won’t require medical intervention, but 14% of cases develop severe symptoms like 
shortness of breath or pneumonia which may require medical care. More critical symptoms 
like shock and respiratory failure make up about 6% of cases and can require intensive care. 
Older people or those with pre-existing medical conditions are most at risk.

There are the highest number of confirmed cases in China, Iran, Italy, Singapore, and South 
Korea. The Coronavirus hasn’t been declared a pandemic, but the World Health Organization 
has advised that now is the time to prepare. 

Resources for more information on COVID-2019:
• World Health Organization

• Government of Canada

• BC Employer Emergency Preparedness

• SHRM Communicable Diseases: Preparation & Info
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https://www.who.int/emergencies/diseases/novel-coronavirus-2019
https://www.canada.ca/en/public-health/services/diseases/2019-novel-coronavirus-infection.html
https://vancouver.ca/files/cov/business-employer-emergency-preparedness-beep-guide.pdf
https://www.shrm.org/ResourcesAndTools/Pages/communicable-diseases.aspx


2. Employer Preparation Checklist

Here is what you need to know to be proactive during this outbreak:
1. Plan ahead for ‘what-ifs’

Avoid inconsistent, on-the-spot decision making by considering what-if scenarios of how 
this outbreak could play out.  Prepare for the worst, even if it seems unlikely. This will 
enable you to minimize or eliminate the impact of the virus. Document your action plan 
and consider the financial impact of each decision.
• What steps will you take if someone is infected or returning from an infected region?  

Think about quarantine requirements, doctors’ certificates before the person can 
return to work, and issuing ROE’s for Employment Insurance.

• Develop and implement an internal response plan that includes employee 
communications. Check out Coinbase’s  open-sourced coronavirus response plan for 
reference. 

• How will you handle upcoming work travel and meetings? Can these be done via 
video?

• Is remote work a possibility? How will you maintain operations if everyone is working 
remotely? What systems need to be in place?

2. Implement & evaluate relevant policies
Think about the policies you need to have in place to protect employees. Be specific when 
developing policies and ensure that they are not discriminatory in practice (e.g. targeting a 
specific ethnic group instead of employees who have recently travelled to infected areas). 

• Implement a zero-tolerance sick policy. If an employee is sick, they should not come to 
work. 

• Adjust office cleaning schedule and provide employees with cleaning supplies for their 
personal workstations.

• Consider requesting that employees who have travelled to infected areas (China, Italy, 
Japan, Iran, South Korea, Singapore, Thailand) work from home or stay home for the 14 -
day incubation period of the virus.

• Create a no-fly list for business travel to countries at level 3 risk (China, Korea, Italy and 
Iran as of March 2, 2020).

• Re-evaluate remote work policies. (Check out Zapier’s guide for building a remote team
for best practices.)

• Re-evaluate sick and vacation policies to ensure sick employees won’t come to work out 
of fear of financial burden.
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https://docs.google.com/document/d/1SRP4dnVCvKB7A5WXrESe-cL51i6_cg5nNGLNld6qch0/preview
https://zapier.com/learn/remote-work/


3. Keep your employees informed
A concerned employee is often just an uninformed employee. There is nothing scarier 
than being left in the dark about what’s going on, how your employer is addressing 
things, and what to expect at work. For unique situations like this, keep your employees 
updated!
• Keep resources and information available on the outbreak for employees.
• Educate employees of the risks of coming to work if ill and how they can reduce spread 

of the illness (i.e. self-quarantine, hygienic practices, etc.).
• Reassure employees there won’t be disciplinary measures for missing work due to 

illness.
• Inform employees of the steps currently in place to protect them.
• Address racist incidents or other harassment due to stigma around this illness. The 

World Health Organization has a guide for addressing stigma.
• Inform employees if anyone in your company contracts the illness.
• Work with employees to develop action plans if they are travelling soon.

4. Keep resources available
Make sure that employees have access to appropriate resources and hygiene items to 
keep themselves protected.
• Keep hand sanitizer around the office.
• Send reminders for effective hand washing and other best practices.
• Wipe down work areas regularly and ask employees to do the same.
• Encourage flu vaccinations.
• Develop an FAQ for employees with information and coronavirus resources.
• Inform employees who in the organization they can speak to with questions or concerns.
• Encourage open dialogue between employees to reduce fear.
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https://www.who.int/docs/default-source/coronaviruse/situation-reports/20200224-sitrep-35-covid-19.pdf%3Fsfvrsn=1ac4218d_2&fbclid=IwAR0WJLPm1ecTmP7pymbKqWQiZ-49CUrtrjlszPl_Izh164JYmENFa9IkuqI


3. Employee Personal Preparedness Checklist

Help your employees stay prepared by reminding them to:
Note: Printable bulletin included on the next page.

1. Wash your hands
Regular and thorough handwashing is widely reported to be the best action you can take to prevent the spread 
of illness. How long should you wash your hands for? As long as it takes to sing “Happy Birthday” twice!

2. Carry hand sanitizer & disinfectant wipes
Carry hygienic items with you to be diligent in preventing the spread of germs and illness. Avoid touching your 
face as much as possible.

3. Stay home if you are sick
Avoid leaving the house if you feel any symptoms of being sick. Now is the time to air on the side of caution.

4. Maintain stock of medicine
If family members require medicine or drugs regularly, make sure to stock up on extra supply. Many drugs are 
manufactured in China, so distribution could be impacted by this outbreak.

5. Plan for unlikely quarantine
Plan for 30-days without leaving your home, including food, water, medicine, hygiene supplies, household items, 
etc. 

6. Plan to take care of loved ones
If there are increasing cases and hospitals are filling up, there may be delays for getting those infected or who have 
pre-existing conditions access to medical care. Employees should plan accordingly.

7. Stay updated & informed
Stay informed as the situation progresses with resources like the World Health Organization and the Government 
of Canada

6

https://www.who.int/emergencies/diseases/novel-coronavirus-2019
https://www.canada.ca/en/public-health/services/diseases/2019-novel-coronavirus-infection.html


Coronavirus Bulletin for Employees
Personal Preparedness Tips

Your safety, health and wellness is number one goal. We encourage all 
employees to follow these personal preparedness tips:

1. Wash your hands
Regular and thorough handwashing is widely reported to be the best action you can take to prevent the 
spread of illness. How long should you wash your hands for? As long as it takes to sing “Happy Birthday” 
twice!

2. Carry hand sanitizer & disinfectant wipes
Carry hygienic items with you to be diligent in preventing the spread of germs and illness. Avoid touching 
your face as much as possible.

3. Stay home if you are sick
Avoid leaving the house if you feel any symptoms of being sick. Now is the time to air on the side of caution.

4. Maintain stock of medicine
If family members require medicine or drugs regularly, make sure to stock up on extra supply. Many drugs 
are manufactured in China, so distribution could be impacted by this outbreak.

5. Plan for unlikely quarantine
Plan for 30-days without leaving your home, including food, water, medicine, hygiene supplies, household 
items, etc. 

6. Plan to take care of loved ones
If there are increasing cases and hospitals are filling up, there may be delays for getting those infected or who 
have pre-existing conditions access to medical care. Employees should plan accordingly.

7. Stay updated & informed
Stay informed as the situation progresses with resources like the World Health Organization and the 
Government of Canada

https://www.who.int/emergencies/diseases/novel-coronavirus-2019
https://www.canada.ca/en/public-health/services/diseases/2019-novel-coronavirus-infection.html


5. Email Template for Team Communication
Use this email template to keep your team informed during the outbreak:

Hi everyone,

As you all know, the health and safety of team members is a top priority for [Company Name]. With recent concerns 
regarding the spread of coronavirus, we want our employees to feel protected and informed. While we believe risk to 
our employees is low, we are adopting the following travel, health and personal care guidelines as a precaution:

Recent Travel

Employees are asked to avoid all non-essential travel to places where cases of coronavirus have been identified. Those 
who have recently travelled to China, Iran, Italy, South Korea or other impacted areas and who are feeling symptoms 
may be denied access to the workplace and advised to seek medical attention before returning to work. Employees are 
encouraged to consider a self-quarantine of 2-weeks following at risk travel to prevent any spread of illness.

Remote work may be an option for these employees. In case of illness or work accommodation requirements, please 
email [Contact Person].

Personal Care

To decrease the spread of illness and keep our team protected, employees are expected to:

• Wash hands often with soap and water
• Utilize disinfectant wipes and hand sanitizer
• Avoid touching your face with unwashed hands
• Stay at home if you’re feeling ill.

Please let us know if you require any additional personal care items or resources in the office to help prevent the spread 
of illness. Find additional prevention advice here.

Symptoms

The BC Centre for Disease Control (BCCDC) has identified the following symptoms of infection: Fever, coughing, sore 
throat, headache, breathing difficulties, and pneumonia in both lungs. Click here to learn about early detection from the 
BCCDC.

In Case of Illness

If you have been informed by your medical professional that you may be a carrier of the coronavirus, please inform
[Contact Person] and stay at home. If you are able to work, please contact your manager to see if remote work is 
available. If not, we can provide support to you with sick leave or accessing EI sickness benefits to cover the absence. 
Our goal is to work with you to provide the right support during this time.

The health and wellness of our team matters. We will continue to monitor the situation and ask that employees stay up-
to-date as well, through sources like Health Canada and the World Health Organization.

Please let me know if you have any questions. Thank you for taking care of yourselves.

[Your email  signature]
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https://www.canada.ca/en/public-health/services/diseases/coronavirus/prevention-risks.html
http://www.bccdc.ca/about/news-stories/stories/2020/information-on-novel-coronavirus
https://www.canada.ca/en/public-health/services/diseases/2019-novel-coronavirus-infection.html
https://www.who.int/


LOOKING FOR MORE
ANSWERS? 

WE CAN HELP!
Contact us today to get started:

hello@envolstrategies.com

envolstrategies.com • hello@envolstrategies.com • +1 778.650.0090


