
Human Resources Considerations:                                                                                  

COVID-19 Checklist 
 

This checklist contains things for Employers to consider from a Human Resources standpoint 

which may be affected by the COVID-19 pandemic.  

Please note this is not an all-inclusive list. Careful considerations must be made for each 

workplace.  

Layoffs 

❑ Do the company’s employment contracts, collective agreements and/or provincial 
legislation allow for employee layoffs due to shortage of work? 

❑ Are the provisions for recall of employment from layoffs in your employment contracts, 
collective agreements and/or provincial legislation? 

❑ Are layoffs due to shortage of work? 
o Note: Employees cannot ask to be laid off due to fear of COVID-19. Layoffs 

can only occur due to a shortage of work. If an employee is asking for a layoff 
due to COVID-19, but there is no shortage of work, employees must qualify for 
a leave of absence, otherwise they are considered to have quit their job if they 
choose not to work. Do not put “Shortage of Work” on the ROE unless you are 
actually laying off due to a shortage of work.  

❑ Are there government programs that your company can apply for to keep your 
employees at work? (i.e. workshare, wage subsidy, etc.) 

Leaves of Absence 

❑ What leaves of absence are applicable to your employees during COVID-19?  
o For example: COVID-19 or Infectious Disease leave, Family caregiver leave, 

sick leave, quarantine leave, etc. Each province has different leaves and new 
ones are being added in some provinces due to COVID-19. Know what is 
available for your employees. 

❑ Does the company offer paid sick leave that can be used due to COVID-19? 
❑ Be familiar with the requirements for each type of leave, including qualifications, 

notice, duration, and documentation required.  
o Note: General fear of contracting COVID-19 from the public is not grounds for 

a leave of absence. Leaves must be based on illness, or directions to self-
isolate from Public health or the employer, or for family or childcare obligations. 
Check your provincial legislation around leaves of absences.   

Employees Returning to Work from Isolation 

❑ Will employees need to provide a fitness for work declaration stating they do not have 
any of the COVID-19 identifiers present before entering the workplace? (i.e. 
symptoms, traveler issues, living with or access to an infected person) 

❑ Consider if employees should complete your province’s self-assessment which can be 
found on the www.canada.ca site.  

o Assessed symptoms should not be part of your normal health (i.e. sore throat 
in allergy season) 

❑ Employees are to report to the employer any barriers to returning to work (COVID-19 
related illness, family or childcare obligations).  

❑ Employer to communicate with employees about safety precautions before returning 
to work.  

Accommodations 

❑ Are there accommodations that need to be made for employees due to childcare or 
family care obligations?  

o For example: Working from home, change in work hours, extra breaks, etc.  

http://www.canada.ca/
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❑ Are there accommodations that need to be made for employees due to physical or 
mental disabilities that may be affected by COVID-19?  

o For example: Special equipment that will be allowed to be brought home, 
designation of specific workspaces, moving the employees to other areas 
within the workplace/company, reduction of work hours, working from home, 
etc.  

❑ Are there accommodations that need to be made for employees due to illness or self-
isolation?  

o For example: Working from home. 
❑ Are there any accommodations that need to be made for employees affected by other 

workplace changes due to COVID-19? 
o For example: employees who may be allergic to certain cleaning products, or 

who have hearing impairments that have difficulty hearing through the 
plexiglass barriers or face masks/shields? 

Screening 

❑ Will the company be asking screening questions to employees upon entering the 
workplace?  

o What happens if an employee does not pass the screening? 
o Make sure that screening practices are fair and consistent with all employees.  

❑ Will there be designated entrances for employees to go through for screening? 
❑ Will you be taking employee temperatures upon entering the workplace? 

o If so, who will be administering the testing? (Training is required) 
o Will you require an employee sign off? Or a notice about the testing and their 

participation is voluntary? 
❑ Will employees need to arrive earlier for their shifts to account for screening activities?  
❑ Will the company be keeping records of screening activities? 

Virtual or Flexible Work Arrangements 

❑ Will the company allow employees to work from home full time or part time?  
❑ What requirements will be implemented for working from home?  

o For example: Set hours or flexible hours, designated workspace, network 
requirements and security, etc. 

❑ Does having employees work from home violate the terms of their employment 
contract or collective agreements?  

❑ Will the company allow flexible work arrangements for employees? 
o For example: Adjusted hours for to assist with childcare or adjusted 

responsibilities to assist with the changing business needs. 
❑ Do temporary work agreements need to be created for working from home or for 

flexible work arrangements?  
o Note: Significant changes in employment can be a breach of the employment 

contract or collective agreement. Temporary work arrangements due to 
COVID-19 are recommended if there is a significant change in the employment 
relationship.  

Scheduling 

❑ Do work hours/schedules need to be adjusted so that social distancing can be 
maintained?  

❑ Can break times be adjusted so that employees are not all taking breaks at the same 
time (in an attempt to reduce crowding of shared spaces)? 

❑ Can employees alternate working on site and at home? 
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❑ Consider Employment/Labour standards for hours of work, breaks, overtime and 
hours free from work. Make sure you are working within legal requirements when 
scheduling employees.  

o Note: The COVID-19 pandemic does not alter the Employment/Labour 
standards requirements (unless a change is made specifically to the 
legislation) 

Communications 

❑ How will the company be communicating with employees? (i.e. virtually as opposed to 
face-to-face?) 

❑ What will be communicated, how, by whom, at what frequency?  
❑ Will records of communication be kept, and if so, how? 
❑ Where will communication materials be sourced from? (i.e. Public Health, Canada.ca, 

provincial government websites/newsletters, etc.) 
❑ Will signage be posted for internal and external customers? (i.e. areas that have been 

sanitized, what is a dirty area, etc.)  
❑ Will the company have posters as reminders of requirements? (i.e. distances to keep 

and need for handwashing, etc.) 

Equipment/Technology 

❑ What equipment/technology will the company need to invest in to help facilitate the 
organizational changes?  

o For example: Will laptops, phone, tablets, etc. need to be purchased and 
provided to employees to work from home? 

❑ What requirements will be placed on employees using their own 
equipment/technology when from working for home? 

o For example: Internet requirements for speed, security.  
❑ What rules will be put in place for storage of company documents on personal 

computers, tablets, etc.? 
❑ Will employees be provided with any reimbursements for using their own 

equipment/technology?  
o For example: Paying a portion of cell phone or internet costs.  

❑ Are there programs that the company will need to acquire in order to facilitate virtual or 
minimize in person interactions work? 

o For example: video or voice conferencing programs, instant messaging 
programs, secure drop boxes, etc. (such as Zoom, Microsoft Teams).  

Privacy 

❑ How will the company deal with notifying employees of positive COVID-19 cases while 
maintaining employee privacy?  

❑ What privacy considerations need to be in place for employees who are off work due 
to COVID-19? 

Policy/Procedure Changes  

❑ What changes or adjustments need to be made in policies and procedures due to 
COVID-19?  

o For example: Smaller in person meetings, changes to customer interactions, 
use of shared workspaces, restrictions on travel, etc. 

❑ Will policy/procedure changes be temporary or permanent? 
❑ How will policy/procedure changed be communicated? 
❑ How often will these changes need to be reviewed? 

Alternative Employment 
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❑ How will your company handle employees who work for other employers?  
o Will there be restrictions put on employees who have alternative work? 

❑ Will employees need to choose a primary employer?  
❑ How will your company handle employees who cannot work for you during the COVID-

19 pandemic due to restrictions placed on them by their primary employer?  

Dress Code  

❑ Will the dress code need to be adjusted to due to COVID-19?  
o For example: Will employees that are working from home be allowed to wear 

more casual clothes, or do dress code requirements need to be adjusted to 
account for additional PPE? 

❑ Will employees be required to start wearing a uniform or change into a uniform or 
“work clothes” upon arrival at work as opposed to putting on the uniform at home?  

Discrimination 

❑ How will the company address the potential for discrimination against employees of a 
certain ethnicity, or employees who were off due to COVID-19?  

❑ How will you handle cases where the employer feels that an employee is a risk to the 
company for COVID-19, without discriminating against them (i.e. due to age, illness, 
etc.) 

o Note: All employees have a right to be free from discrimination in the 
workplace. Ensure that your employment practices during COVID-19 do not 
create an inherent form of discrimination (For example, requiring those over 65 
years of age to be off work or those with young children to work from home).  

 

COVID-19 Resource: As of November 3rd, 2020 

*This document is intended to help adopt and implement best practices into your workplace 

during the COVID-19 pandemic. Please refer to guidelines from Health Canada, and your local 

Public Health Unit for sector specific best practices.  Guidelines and recommendations may 

change as the pandemic progresses and may differ between provinces and sectors. This is not 

a legal document.  

 


