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Employee Communications for the Four Stages

As you move through your office’s decision tree of escalation, use this sample language as a guide to communicating with your employees. 

TEMPLATE – STAGE 1

As the coronavirus situation evolves, our focus remains on supporting employee safety and prevention efforts, while preparing to serve clients under various scenarios. 

In terms of prevention, please keep your work areas clean, maintain appropriate social distancing, and wash your hands frequently. These are the most effective things we can do to protect ourselves and each other.

With employee safety the priority, we want to ensure we can serve clients under various scenarios, including those where employees need to work remotely.    

If your job function requires you to be able to work while not physically in the office, please confirm from home, that you can access all that you need to do your job on a daily basis. If you need support for any application - go to nfp.okta.com, click on the ServiceNow tile, and follow the instructions provided.

We appreciate your support and cooperation. If you have any questions, or require additional support, please contact me.

TEMPLATE – STAGE 2

As the coronavirus situation evolves, we are taking steps to support employee safety and prevention efforts, while preparing to serve clients under various scenarios. 
Starting tomorrow, [DAY], [DATE], and continuing through [the end of March], we will be instituting work from home protocols for our office. Please coordinate with your manager and other members of your team to implement a [weekly work from home rotational schedule, such that in any given week half of the team is working in the office and half the team is working from home.]  [Note – bracketed language to be revised by manager to reflect the appropriate work from home schedule]
Please take the time necessary to ensure you have what you need to work from home. It is critical that we test our ability to work remotely and effectively perform the duties of our respective positions.

While we are taking additional sanitary/disinfecting measures in our office, we believe it is best for the sake of ourselves and our clients/vendors/partners that we suspend in-person meetings in our office for the time being, subject to manager discretion. We encourage you to use video or phone conference capabilities.

While working in the office, please keep your work areas clean, maintain appropriate social distancing, and wash your hands frequently. 

We appreciate your support and cooperation. If you have any questions, or require additional support, please contact me.
TEMPLATE – STAGE 3

With the coronavirus situation escalating in certain areas, we are continuously evaluating additional actions that align with our focus on employee safety and our ability to serve clients.

With confidence in our ability to implement remote work arrangements, it is our recommendation that all employees in the [office location] office work from home effective [date].  

If circumstances require you to go to the office, please discuss this with your direct manager. 

Also, please transition all in-person meetings with clients/vendors/partners to video or phone conferences. If you believe an essential business meeting must be in-person, please let your direct manager know before confirming the meeting.

This is a difficult time for all of us and I appreciate your resilience and collaboration as we work to keep moving forward. If you have any questions, or need additional support, please contact your direct manager.

TEMPLATE – STAGE 4

Employee safety is our top priority and as circumstances have become more challenging, we have made the decision starting [tomorrow] to close our office and have all employees work from home until further notice.  

As you work from home, please continue to execute your responsibilities with a focus on your health and the needs of our clients. Please also make an extra effort to communicate proactively with colleagues and with our clients.

If you are in the office today, please be sure to collect everything you need knowing the office will be closed. If you are not in the office today, and there is something in the office that you absolutely need, please contact me as soon as possible.

This is a difficult time for all of us and I appreciate your resilience and collaboration as we work to keep moving forward. If you have any questions, or need additional support, please contact me.
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This information has been provided as an informational resource for NFP clients and business partners. It is intended to provide general guidance, and is not intended to address specific risk scenarios. Regarding insurance coverage questions, each specific policy must be reviewed in its entirety to determine the extent, if any, of coverage available for the impact of the Coronavirus. If you have questions, please reach out to your NFP contact.
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