
 
 
 
 
 
 
MSU Federal Credit Union 
Returning to Work with Confidence  
Leader Guide 
 

Mission: To provide superior service while assisting members 

and employees to achieve financial security, their goals, and ultimately, 

their dreams. 
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Leadership Support 
 

This guide provides leaders with strategies to support employees with the 

Credit Union’s re-entry plan and guidelines. These strategies include 

talking points/how to explain the process, where to go for help, potential 

concerns that may be raised, and other available resources for employees 

as it relates to COVID-19. This will not be all inclusive guide as we continue 

to adapt as additional information become available.  

Phased Re-Entry (p. 3) 

Re-entry framework and mitigation strategies 

Communication and Support Prior to Re-entry (p. 12) 

Support employees with re-entry process and answer questions  

Building Entry (p. 13) 

Communicate entrance procedure and health screening details 

Personal Protective Equipment (p. 17) 

Share expectations regarding use of face coverings 

Physical Distancing (p. 18) 

Discuss physical distance requirements  

Sanitization and Cleanliness (p. 20) 

Ensure thorough cleaning of all common areas, touchpoints, and work 

spaces 

Communicate Team Re-Entry Details (p. 21) 

Review department logistics and adjustments 

Manager Observations and Actions (p. 23) 

Observe employees’ adherence to procedures and coach to expectations 
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Phased Approach to Re-Entry 

 

The State of Michigan has created the MI Safe Start Plan to serve as a 

framework for reopening the economy. This phased approach has been 

incorporated into our re-entry plan to ensure the safety of both employees 

and members. 

It is important to note that phased plans like the MI Safe Start Plan and our 

strategy for re-entry are not always linear. While we would ideally move 

gradually from one phase to the next, we accept and acknowledge the 

possibility of regressing to earlier phases as infection rates and reports 

fluctuate at both the state and organization level. As a result, we must all 

be prepared to demonstrate flexibility and understanding in our approach to 

any changing conditions. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.michigan.gov/documents/whitmer/MI_SAFE_START_PLAN_689875_7.pdf
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Phase Three: Flattening (Current Phase as of May 22, 2020) 

 

HEADQUARTERS CAMPUS 

Re-Entry Process Risk Mitigation Strategies 

Critical employees and those unable to work 

remotely are able to work onsite. All other 

employees continue working remotely. 

Physical distancing required 

and supported by ground markings wherever 

possible. 

Rotating schedules may be necessary. Possible restrictions on entrance locations. 

Mail and disbursement processing 

procedures restricted to as-needed basis. 

Face coverings encouraged 

and may be required. 

HelpDesk technical support by appointment 

only. 

Mandatory daily entrance screenings at all 

locations. 

 Conference rooms and café access 

restricted. 

 Sanitizing stations readily available. 

 Signage supporting physical distancing and 

hygiene required. 

 Strict contact and isolation response 

procedures. 

 Enhanced sanitation procedures required. 
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Phase Three: Flattening (Current Phase as of May 22, 2020) 

BRANCHES 

Re-Entry Process Risk Mitigation Strategies 

17 branch locations will be available for 

limited appointments for critical in-person 

needs.  All drive-thrus are open. 

 

Mandatory daily screening at all locations. 

 

Union, Oakland Center, and Sparrow closed.  

Will reopen when significant activity resumes 

within buildings. 

Plexiglass shields installed in active 

workstations. Members required to wear face 

coverings. 

 

Appointment hours and days available 

expanded to match normal branch lobby 

hours. 

If confirmed diagnosis w/in branch and 

branch needs supplemental staffing, 

employees will be relocated from other 

branches.  

Majority of appointments continue to be 

serviced via curbside, limiting in-branch 

exposure. 

Nightly branch cleaning by vendor partner. 

 

Drive-thrus expand morning hours to open at 

8:00 a.m. 

 

Routine on-site cleaning by branch 

employees, sanitizing all frequently touched 

surfaces. 

Limited number of employees on-site to 

serve appointment requests.  Employees 

working at other locations return to their 

“home” branch to begin assisting members 

there. 

 

On-site employees resume full-schedule.  

Evaluate opening branch lobbies to address 

member service needs. 
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Phase Four: Improving 

 

HEADQUARTERS CAMPUS 

Re-Entry Process Risk Mitigation Strategies 

Begin re-entry for high-priority employees 

and those unable to work remotely. 

Mandatory daily entrance screening at all 

locations. 

Medium and low-priority employees may 

begin re-entry if necessary. 

Face coverings encouraged and may be 

required. 

Target re-entry rate: 40-70% of employees 

onsite. 

Physical distancing required and supported 

by ground markings where possible. 

Member appointments  Conference rooms and café access available 

with limitations. 

No community events or group gatherings of 

10 people all remaining 6 feet apart. 

Sanitizing stations readily available. 

Strict limitations on conference room and 

meeting space. 

Signage supporting physical distancing 

and hygiene required. 

Food days prohibited. Strict contact and isolation response 

procedures. 

 Enhanced sanitation procedures required. 
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Phase Four: Improving 

 

BRANCHES 

Re-Entry Process Risk Mitigation Strategies 

Appointments will shift from being served 

mostly by curbside service, to serving more 

member appointments inside branch. 

 

Mandatory daily screening at all locations 

 

Union, Oakland Center, and Sparrow building 

access continuously reviewed to determine 

branch re-opening. 

Face coverings encouraged and may be 

required. 

 

Additional appointments added at branches 

to increase number of members served. 

 

Plexiglass shields in all active workspaces. 

 

Increase immediate appointment availability 

offered for walk-up members  

 

Sanitizing stations available. 

 

Financial Solutions Advisors begin taking 

appointments at assigned locations as 

needed. 

Nightly branch cleaning by vendor partner; 

Routine on-site cleaning by branch 

employees, sanitizing all frequently touched 

surfaces 

Evaluate opening branch lobbies to address 

member service needs. 

If confirmed diagnosis within branch and 

branch needs supplemental staffing, 

employees will be relocated from other 

branches.  
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Phase Five: Containing 

 
HEADQUARTERS CAMPUS 

Re-Entry Process Risk Mitigation Strategies 

Begin re-entry for all employees, unless 

extenuating circumstances persist. 

Face coverings allowed and encouraged. 

Target re-entry rate: 75-100% of employees 

onsite. 

Enhanced sanitation procedures where 

necessary. 

Food days prohibited. Conference rooms and café access available 

with limitations. 

Small community events may be considered  Strict contact and isolation response 

procedures. 

Limitations on conference rooms and 

meeting spaces. 

Sanitizing stations readily available. 

 Signage supporting physical distancing 

and hygiene required. 

 Physical distancing may be required. 

 

  



MSU Federal Credit Union/OU Credit Union                         Revised May 22, 2020  

 
9 

Phase Five: Containing 

 

BRANCHES 

Re-Entry Process Risk Mitigation Strategies 

Begin offering walk-in service at branches. 

Limited number of people on-site in each 

branch based on size. 

 

Plexiglass shields added as needed for 

additional workspaces. 

Union, Oakland Center, Sparrow building 

access continuously reviewed to determine 

branch re-opening based on access and 

other services opened. 

 

Signage placed in branches to define 

physical distance. 

Employees staffed at teller line, in offices, 

and at stations, considering social distancing 

 

Greeter staffed at entrance to help manage 

number of members in branch. 

Appointments continue to be available. Sanitizing stations available. 

 Face coverings allowed and encouraged. 

 Nightly branch cleaning by vendor partner. 

Supplemental on-site cleaning by branch 

employees. 
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Phase Six: Post-Pandemic 

 
HEADQUARTERS CAMPUS 

Re-Entry Process Risk Mitigation Strategies 

All employees fully return to onsite work. Face coverings not necessary. 

Target re-entry rate: 100% of employees 

onsite. 

Physical distancing not required. 

Unrestricted conference room and meeting 

space usage. 

Conference rooms and café access 

available. 

Community events allowed. Sanitizing stations readily available. 

Food days allowed. Strict contact and isolation response 

procedures. 

 Signage supporting physical distancing 

and hygiene as necessary. 

 Normal sanitation procedures. 

 
 

 

 

 

 

 

 

 



MSU Federal Credit Union/OU Credit Union                         Revised May 22, 2020  

 
11 

Phase Six: Post-Pandemic 

 

BRANCHES 

Re-Entry Process Risk Mitigation Strategies 

Lobbies re-open for free traffic flow. Signage remains to define appropriate 

spacing between members 

All branch employees returned to branches. 

Resume normal spacing between employees 

 

Plexiglass shields in all active workspaces. 

Consider resuming 7:00 a.m. drive thru hours 

 

Sanitizing stations available. 

 Members not required to wear face 

coverings. 

 Consider staffing greeter at entrance of 

select locations to assess number of people 

in branch simultaneously and ability to have 

appropriate distance. 

 Nightly branch cleaning by vendor partner. 

 
 

 

 



MSU Federal Credit Union/OU Credit Union                         Revised May 22, 2020  

 
12 

  

Communication and Support  
Prior to Re-entry  
 

We have shown an immense amount of support for each other and our 

teams as we have adjusted our lives and work during this challenging time. 

It is important to continue the open lines of communication and support 

while we prepare our teams for re-entry. 

The Return to Work with Confidence Guide will serve as a useful resource 

for employees to understand the re-entry expectations and processes. 

Read this thoroughly so you can reinforce these procedures and anticipate 

questions and concerns. While we cannot guarantee a safe work 

environment and should not promise a risk-free environment to employees 

as there are circumstances outside of our control, we can emphasize all the 

steps we are taking to mitigate risks and support a healthy and safe 

working environment.  

Set aside time to call and talk with each employee about their specific re-
entry plan including re-entry date, time and schedule, at least one week in 
advance. Ask them how they are doing and engage in conversation. Also 
ask them if they have had the opportunity to read the Return to Work with 
Confidence Guide, and have taken the eLearning by June 15, Return to 
Work Health and Safety. See if they have any questions. If you have team 
members without access to Loop or work email, please send the 
employee Return to Work with Confidence Guide to their personal email 
addresses. Ask employees to complete the eLearning prior to their return 
date. If they do not have access to the network they are able to complete it 
in a WebEx. However, if they are not able to complete the training at home, 
make sure it is completed immediately upon return onsite to remain 
compliant with the Executive Order. Take the time to describe each area of 
the guide and how it relates to them and your department specifically. 
Reserving this time to engage with each employee will help support their 
confidence to return work and build trust. Below are talking points and 
possible questions and concerns from employees.  
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Building Re-entry  
 

Sharing details and logistics about their return will help the team feel 

comfortable on their first days back by allowing them to visualize the 

experience and know what to expect.  

 

Talking Points 

 

Please enter HQ1 or HQ2 through the (insert which appropriate for your 

team - HQ1 East Employee Entrance or the HQ2 S Employee Entrance). 

The other employee entrances will not be open to use at this time. At the 

entrance doors, an individual from Physical Security will ask you three 

health screening questions. You will notice cones in the entrance area to 

mark six feet of distance between you and the employee conducting the 

screening as well as for other employees that could be entering at the 

same time as you. Please wear a face covering as it is required when 

entering the building and on the walk to your desk for your protection and 

that of your co-workers. If you do not have a mask, please ask the Physical 

Security employee and they will provide one to at the entrance.   

Below are the three health screen questions:  

1. Have you travelled (out-of-state will only apply to our Oakland County 

locations), internationally or been on a cruise in the last 14 days? 

2. Have you had contact with a confirmed case of COVID-19 the last 14 

days? 

3. Do you currently have a cough, shortness of breath or difficulty 

breathing, fever, chills, muscle pain, sore throat, new loss of taste or 

smell, or gastrointestinal symptoms like nausea, vomiting, or 

diarrhea?  

Physical Security records your name and employee number so you don’t 

have to use a writing utensil. If you “normally” experience any of these 

symptoms due to an existing health condition, then you would answer NO 

to this question. For example, if you have a sore throat due to seasonal 
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allergies, you would answer no to the question because this is a typical 

symptom you experience this time of year. Other symptoms might be cause 

by external factors that you are aware of such as food that may cause 

gastrointestinal symptoms or lifting weights, causing muscle fatigue or pain. 

For these symptoms relating to causes you are aware, your answer will be 

“no.” 

If you answer “yes” to any of these questions, you will not be permitted to 

enter the building. Please return safely to your home and call me and our 

HR Business Partner and we will work through the next steps after 

discussing your circumstances. If you are aware that you would answer yes 

to these questions before your shift and traveling to work, please call me as 

soon as possible. It is important to review this information each day and 

stay home if you are sick no avoid the risk of contaminating others.  

The health screening process and questions may change and I will make 

sure to communicate any changes and support you with questions on the 

adjustments. The screening process will take place each time you enter the 

building. 

 

Questions and Concerns   

 

What if I have symptom, but I think it’s just a cold? Am I required to 

get a COVID test before returning to work? If no test is required, how 

long do I need to stay home? 

If an employee is experiencing any symptoms that could be related to 

COVID-19, ask that they please stay home. The employee has the option 

to get a COVID-19 test to obtain a negative test result in order to return to 

work or they are required to wait until at least ten days have passed since 

symptom(s) first appeared and least 72 hours have passed without the use 

of fever-reducing medication. When an employee has a confirmed 

diagnosis of COVID or when they are showing symptoms consistent with 

COVID, they are eligible or leave under the Credit Union’s pandemic leave 

policy. Please direct the employee to the HR Business partner to assist 

them with details for this leave designation. Please provide the HRBP with 

any test results an employee provides. Unscheduled absences due to 
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suspected COVID or confirmed COVID cases are not subject to the 

attendance policy.  

How do I code my timesheet if I have a symptom that could be related 

to COVID symptom, but think it’s just a cold? 

Employees may use the non-working paycode for COVID-19 related 

reasons for leave. When this paycode is no longer available, employees 

will be required to use sick/PTO and may pursue the pandemic leave. 

When covered by the pandemic leave, the attendance policy does not 

apply. If sick/PTO is not available, an employee will use the no pay PTO 

code.  

Does out-of-state travel in the last 14 days count for the health 

screen? Or is it just international travel? 

The health screen pertains to out-of-state travel for employees working in 

the Oakland County area, international and cruise travel. An employee 

working Oakland County will not pass the health screen if they have 

travelled across state borders and are required to quarantine for 14 days, 

even if the employee provides a negative test after their return. Employees 

working in other counties at this time are able to travel out-of-state but we 

would ask they use caution for their own safety. 

I had contact with someone that was diagnosed with COVID-19. How 

long do I need to stay home and do I need to get a test before 

returning to work? 

Employees are required to quarantine at home for 14 days following 

contact with confirmed diagnosis. This is a qualifying reason for pandemic 

leave. Please direct the employee to their HR Business partner to assist 

them with the details of this leave designation. Unscheduled absences due 

to this reason are not subject to the attendance policy. If an employee has 

the ability to work remotely, they are able to do so during this time, but they 

may not visit a Credit Union building until their quarantine time has 

concluded. 
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What if I am at work and made aware I’ve had previous contact with 

someone that was diagnosed with COVID-19? 

Employees are expected to share the details of the contact as soon as they 

are made aware. Ask the employee about the contact including when it 

look place, for how long, if face coverings were worn, if physical distance 

was maintained, and if the employee has since developed any symptoms 

since contact. Managers work with their AVP/ETM and HRBP to complete 

the next steps which can include requiring a 14 day quarantine for the 

employee (unless a negative test results is obtained) and procedures to 

disinfect work areas.  

What if an employee discovers they are positive for COVID-19 and 

they recently worked onsite? 

The employee is required to be quarantined and qualifies for pandemic 

leave. They are able to return to work onsite after obtaining two negative 

test results. Evaluate if working remotely is a possibility while in quarantine. 

Talk with the employee and see how they are feeling and if there are other 

factors to consider when making this decision. Whenever a confirmed case 

of COVID-19 has been onsite, there will be communication to all those 

within that location without sharing individual names. Those who have been 

in close contact with the confirmed case will be required to quarantine. Use 

the following criteria to determine what qualifies as “contact.”  Was the 

employee with COVID-19 less than six feet away from another employee, 

for 15 minutes or longer, while not wearing a face covering? If so, the 

employee(s) are required to safely exit the building and quarantine for 14 

days, unless a negative test result is obtained. Employees that were 

considered in contact qualify for pandemic leave and may work remotely 

where possible. 

Will I get attendance points if I have symptoms related to COVID-19 

What if I take a test and its negative, do I get attendance points for it? 

Employees are required to stay home when showing symptoms consistent 

with COVID-19.  Unscheduled absences for this reason are not subject to 

the attendance policy. If an employee is showing symptoms consistent with 

COVID-19 and is unable to pass the onsite screening process they will 

qualify for pandemic leave.  
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Personal Protective Equipment  
 

Talking Points 

 

By wearing a face covering, we can protect each other. You are protecting 

others by wearing it and they are protecting you by wearing it. Face 

coverings can contain our coughs and sneezes so it is crucial that we wear 

them when appropriate.  

Everyone is required to wear a face covering when you walk around the 

department or building. This includes, entering and exiting the building, 

walking through the halls, using the restroom, using the supply 

room/copier, and the fueling station or café. You can wear a face covering 

the Credit Union provides us or your own. It is not required to wear a face 

covering while you work at your desk as long as you are six feet from 

others, but you are welcome to do so if you prefer. When you meet or chat 

with your co-workers, please always keep the six feet of distance in mind 

and always wear you face covering.  

Gloves are not required to be worn and do not provide protection from 

contracting COVID-19, as it cannot be absorbed intact skin.  

 

Questions and Concerns  

 

I noticed a coworker is not wearing a face covering when they are 

walking in the halls. 

Thank the reporting employee for bringing it to your attention. Then talk to 

the employee as soon as you are made aware. Ask them how they are 

doing and share that is was observed they were not wearing a face 

covering in the halls. Keep in mind the employee could have forgotten to 

wear the face covering and that it could be unintentional. Next, talk about 

the value of wearing a face covering to protect each other, review the 
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safety expectations referencing the Return to Work with Confidence guide if 

helpful. Ask the employee if they have any questions and make sure they 

know you are there if they have any concerns or future questions.  

It bothers me to wear a face covering, do I have to wear it? 

Ask why it bothers them to wear the face covering. Empathize with the 

employee and see if they have tried another face covering material that 

might help with the irritation. Talk with the employee about the face 

covering procedures and that they are not required to wear it at their desk, 

only when they get up to walk around shared spaces such as hallways, 

restrooms, etc. Reinforce the value of wearing face coverings, that we wear 

them for safety to protect each other. Give the example of I wear a face 

covering to protect you should I sneeze or cough and you should wear a 

face covering to protect me. 

 

Physical Distancing  
 

Remind employees about the importance of keeping six feet of physical 

distance from one another. Make physical distancing a common practice, 

along with other areas of this guide a part of your daily conversations and 

team meetings. Ask your team how we can all remind one another of the 

six-feet rule to create common language for the team to remind one 

another of the rule without causing offense. Think about the new logistics 

for your team and project meetings. Will all or part of your team be onsite? 

Should the meetings be both in person and WebEx to include coworkers 

working remotely? If you plan to meet in a physical location, make sure to 

reserve a conference room that allows six feet of distance between all 

employees. Provide the opportunity for an individual to join the meeting via 

WebEx if they do not prefer to meet in a meeting space. Conference 

rooms, meeting spaces, and café areas are restricted to less people and 

signage will indicate new maximum occupancy for each room. 

 

Talking Points 
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COVID-19 can spread when an infected person coughs, sneezes, or talks, 

and droplets from their mouth or nose enter the air and reach the mouths or 

noses of people nearby. Maintaining distance will decrease the risk of 

spread. The Credit Union has set up the building to help support physical 

distancing. You will see ground markers and defined one-way travel 

patterns to help us as we move around the building. This will lessen the 

chance of passing another person within six feet. When employees must 

pass one another and come within six feet of one another, they should 

quickly move past one another without stopping to talk minimize the 

amount of time they are within close proximity of one another. One person 

is permitted in the elevator at a time. Handrails and doorknobs will 

continued to be wiped down throughout the day, but using hand sanitizer 

and washing your hands after using commonly touched areas is a good 

practice. Coffee in fueling stations will not be available, however you are 

able to get one free cup from the café and ground markers will be in place 

to illustrate six feet of distance. Sanitation practices are in place to so that 

we can all help clean the coffee carafes and other items after each use.  

While we pop-in and visit each other’s cubes and offices to say hi and talk, 

keep the six feet distance in mind when visiting.  

 

Questions and Concerns 

 

I have a hard time with the stairs, is it ok to take the elevator still? 

Employees are welcome to take the elevator. Only one person is permitted 

to be in the elevator at a time. When waiting in line, employees should 

remain six feet from one another. Explain that it may take a little longer 

than usual and encourage the employee to wash hands or use sanitizer 

before and after use.   

Are we allowed to have lunch in the cafeteria together? 

The HQ cafeterias are open with limited seating. The chairs are placed at 

least six feet from each other to maintain physical distancing. Ask that the 

employees will sanitize the table and seat before and after using the place. 
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Sanitizing wipes will be available to use in the cafeteria. The branch break 

room tables do not provide six feet of distance to sit at the same table. 

Employees can sit at different tables to allow for the six feet of distance and 

outside seating provides an additional option on nice days. 

 

Sanitization and Cleaning  
 

Talking Points 

Frequently using hand sanitizer and washing hands is a crucial step to 

ensure the safety of us and our coworkers. Cleaning hands with soap and 

water or hand sanitizer is an important step you can take to avoid getting 

sick and spreading germs to those around you. When you get to your desk, 

you’ll see your own Care Kit which includes a face covering, hand sanitizer 

and disinfectant wipes. You can keep the sanitizer at your desk and there 

will also be sanitizing stations around the building to use when you travel to 

other areas. The Credit Union has ordered plenty of sanitizer, soap and 

disinfectants to help keep us safe. Please email Help@IPF if you need 

additional cleaning and sanitizing supplies and they will deliver more to 

your desk or department area where it is needed.  

In addition, to sanitizing hands, it is the expectation to sanitize equipment 

before and after use. For example, when you use the printer, wipe off the 

buttons before you use and again after. And also for items such as our 

shared microwave in the fueling station. We are expected to wipe down our 

workstation at the beginning and end of our workday. Cleaning and 

disinfecting reduces the germs on surfaces, ultimately lessening the 

chance of the virus to spread. 

Our custodial vendor will increase cleaning frequency for commonly 

touched surfaces such as door handles, handrails, countertops and 

restrooms. 

 

Questions and Concerns  
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Can I bring in my own cleaning disinfectant? 

You may bring your own disinfectant to use at your work area. Please 

make sure the solution complies with the CDC list of registered EPA list n 

household disinfectants.  Please use the sanitizing cleaner the Credit Union 

provides for shared spaces. 

I noticed an employee not sanitizing the copier. 

Thank the reporting employee for bringing it to your attention. Then talk to 

the employee as soon as you are made aware. Ask them how they are 

doing and share that is was observed they did not sanitize the shared item. 

Keep in mind that the employee may have forgot to sanitize it and that it 

was not intentional. Share that we are all getting used to the new 

procedures and talk about sanitizing this type of equipment.  Reference the 

safety expectations referencing the Return to Work with Confidence guide if 

helpful. Ask the employee if they have any questions and make sure they 

know you are there if they have any concerns or future questions. Revisit 

this during team meetings on a regular basis. 

 

 

 

Communicate Team Re-Entry Details 
 

Employees will want to know about what re-entry looks like for the entire 

department. Sharing these details will help employees know who they will 

expect to see in the office and who will be available remotely. It will also 

help to create transparency and awareness to plan meetings and assign 

duties and responsibilities accordingly. Please make sure to not 

communicate personal or health-related concerns as the reason a reason 

an employee is continuing to work remotely or if they are on leave for 

COVID related reasons.  You can share the new availability if a co-workers 

schedule changed. If you have a shared department calendar, please 

update the schedule changes or ask the employee to add this to the 

calendar. 

Details to share about the team re-entry: 
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 Department re-entry timeline 

 What employees will be onsite or remote during each phase 

 Confirm any schedule adjustments and availability of others 

 Communicate if other employees from different departments will 

continue to support team. I.e. Branch employees assisting Business 

Services 

 

Questions and Concerns 

 

Why does he/she/they get keep working remotely? 

Employees may ask why others on the team are not working onsite. It is 

important to not share medically related reasons for an employee’s reason 

for staying home. You can share that it is in the best interest for the 

employee to work remote at this time to keep density in the office low and 

that they are available to meet for talk using WebEx, Jabber or phone calls. 

If it is planned for the employee to come back onsite as a part of the phase 

back schedule, you can share the anticipated date of their return.  

 

 

Can I change my schedule?  

An employee’s home situation and resources could have changed due to 

various circumstances. Please review the department’s business needs 

and team hours. Discuss the request with your AVP and/or HR Business 

Partner.  If the department is able to accommodate the desired schedule or 

meet at an altered schedule that will help the employee and the team, the 

schedule accommodation may be granted.  If this is a temporary change, 

make sure reinforce this with the employee and confirm a time when the 

schedule will be reevaluated. After the new schedule is in place, ask the 

employee how the new hours are working for them and continue to 

evaluate the impact on the department and member service levels. In some 

circumstances, a reduced schedule may be accommodated by the 

pandemic leave offering. 

Can I stay working remotely? 
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Employees may wish to stay working remotely for a number of reasons. 

Evaluate each person’s personal requests and if it is something your team 

can accommodate. Considerations include if they are able to operate and 

to what capacity at home and if they have been performing to expectations 

at home. If an employee has childcare or health-related concerns, make 

every effort to accommodate their needs to work from where they can.  

I can’t work remotely, but I’m not comfortable in the building. What 

can I do? 

If an employee meets the requirements of the pandemic leave, they have 

the option to pursue that process. If they do not meet the requirements of 

the leave and are simply nervous about returning, ask them what would 

help them feel comfortable returning while talking through the steps being 

taken to create a safe work environment. Explain to them the goal of 

helping employees return to work and contributing to the goals of the team. 

If you reach an impasse, work with Human Resources and your 

management team to find a solution.  

 

Can I return onsite earlier than scheduled? 

If an employee wishes to return earlier than needed, work with your 

AVP/ET to see if this is something that can be accommodated within the 

scheduled phase back process. We are able to give priority to those who 

wish to return early, but also need to ensure we are not exceeding the 

number of employees in the building as planned.  

Manager Observations and Actions 
 

It is crucial for managers to lead by example and follow the safety 

procedures. Employees will be more likely to continue to follow the safety 

guidelines when we continue to talk about the expectations and value of 

the processes. Managers are responsible for observing employees to 

make sure everyone is following the proper steps regarding face 

coverings, sanitizing shared equipment before and after use, and 

appropriate physical distance is maintained. When a manager sees or 

is made aware of an employee whom is not following procedures, engage 

in conversation with the employee and share about the observance. 
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Additionally, it is important that managers act as role models by following 

all of the guidelines themselves. Keep in mind that the employee may have 

forgotten to follow up step and it could be unintentional. The procedures 

are new, however it is important to talk with the employee as soon as you 

observe it or are made aware, to correct the action. Review the safety 

procedures with the employee and explain why it is important to follow 

them all the time. For example, if the employee did not sanitize the 

microwave after using it, explain that several individuals use it each day 

and it is a commonly touched item. Everyone is responsible for sanitizing 

shared items and we trust each other to do the best we can. Ask if they 

have any questions about the procedures and ask them their perspective of 

the situation to make sure they understand the expectations. You can also 

use the Return to Work with Confidence Guide as resource to use during 

the conversation with the employee. 

Your Human Resources Business Partner is available to support you with 

these conversations and the next steps if continued observances of not 

following procedures occur. Lack of following the Credit Union safety 

procedures will not be tolerated.  


