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PANDEMIC
TASK FORCE

Law Office
Workplace Logistics

While telecommuting is still the norm for many firms, law firm leadership must
begin the planning for a safe return to the office. Advance preparation of the
workspace and implementation of appropriate policies are key to a smooth
transition to onsite work. The following is not a one-size-fits-all plan but is
intended to provide overall best practices that may be relevant to your firm
and to provoke thought and discussion in our gradual return to the office.

PHYSICAL OPERATIONS: WORK SCHEDULE
Guiding Health and Safety Principle: Maintain physical distancing.
• Decide which employees will return onsite.
• To the extent feasible, allow employees to work remotely if they can
effectively perform their job duties and functions from that environment.
• Anticipate hesitant and potentially uncomfortable employees.
• Establish schedules that reduce the total number of employees onsite at a
given time, allowing them to maintain distance from one another while
maintaining a full onsite work week.
• Consider alternating days or weeks.
• Consider shifts.
• Consider staggering start/end times.
• Stagger employee breaks, ensuring compliance with wage and hour
regulations, to maintain physical distancing protocols.
• Maintain records of all employees present each day as records may be
necessary for contact tracing in the event of a diagnosed employee.
PHYSICAL CHANGES TO OFFICES
• Glass or plexiglass partitions should be installed at reception desk.
• To the extent possible, a sign-in book or conference room signup book that is
located at the reception desk, should be removed and replaced by electronic
means.
• Chairs should be removed from reception areas.
• Corridors should be oriented to one-way traffic, to the extent feasible, with
signage directing the traffic.
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• If open cubicles are used, they should be staggered to ensure social distancing.
• If extra cubicles are present, assignments should be made to place empty
cubicles next to occupied ones.
• Any staggered work schedules should take physical distancing of cubicles
into consideration.
• Half-height cubicles should have glass or plexiglass partitions installed
between traffic areas and other workers.
• Printers located near active workers should be moved to unoccupied areas of
the office.
• Hand sanitizers should be placed at the entrance to the office and near
copiers, printers and mailrooms, and individual bottles of hand sanitizers
should be placed in conference rooms, bathrooms and on desks.
• Provide disposable disinfecting wipes for employees to wipe down
commonly used surfaces before each use.
• Install no-touch fixtures and utilize voice-controlled apps if available on sinks,
water coolers, lighting and environmental controls.
• Ensure adequate video conferencing facilities are available in the office.
• Consider closing kitchen spaces.
• Use no-touch waste receptacles whenever possible.
• Post signs and reminders at entrances and in strategic places providing
guidance on sanitation, Covid-19 symptoms and cough and sneeze etiquette.
• Provide appropriate signage for multi-lingual offices.
• Cough and sneeze etiquette:
cdc.gov/healthywater/hygiene/etiquette/coughing_sneezing.html
• Handwashing: cdc.gov/handwashing/when-how-handwashing.html
• Covid symptoms: cdc.gov/coronavirus/2019-ncov/about/symptoms.html
• Print resources are available from the CDC at cdc.gov/coronavirus/2019ncov/communication/print-resources.html
• Consider using portable high-efficiency particulate air (HEPA) systems to
enhance air cleaning.
• Ensure adequacy of and proper operation of ventilation systems.
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• In all other instances comply with Occupational Safety and Health
Administration Guidance on Preparing Workplaces for Covid-19.
osha.gov/Publications/OSHA3990.pdf
USE OF FACILITIES
• To the extent feasible, entry to the office should be through a single entrance.
The entrance should be manned so as to prevent unauthorized entry to the
workspace. Exiting should be encouraged through a different door, if available,
and should take one-way traffic into consideration.
• Office doors should be kept closed while occupied. Office occupancy should be
limited to one person at a time.
• Use of other employees’ phones, desks, offices, or work equipment should
be prohibited.
• Excess chairs should be removed from conference rooms to encourage social
distancing.
• Control access to file rooms, copier rooms and mail rooms to limit the number
of people in those areas at any one time.
• Cleaning of high traffic areas such as internal bathrooms should be conducted
multiple times per day.
• Conference rooms and common work areas such as war rooms should be
wiped down with disinfectant wipes after each use.
• Deep cleaning should take place nightly in accordance with all CDC guidelines
using approved materials. cdc.gov/coronavirus/2019-ncov/community/reopenguidance.html
• Masks should be worn in all common areas. Masks should be available for
those who do not bring them to the office.
• Social distancing must be practiced at all times. In appropriate areas, floors
should be marked to show social distancing intervals.
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PHYSICAL OPERATIONS: EMPLOYEE INTERACTION
Guiding Health and Safety Principle: Maintain physical distancing.
• Consider performing a hazard assessment to determine what risks employees
will encounter during their typical workday.
• Limit unnecessary employee movement onsite.
• Specify what work is permitted to be done onsite to limit time onsite.
• Consider temporarily prohibiting onsite in-person meetings among attorneys
and/or staff.
a. If meetings are to occur in person, they should be conducted as quickly
as possible while requiring masks and observing physical distancing
recommendations.
b. Lingering and socializing before and after meetings should be
discouraged.
• Restrict the use of printing/scanning equipment.
• Discourage employees from congregating or socializing in common areas.
• Discourage handshaking or other close contact.
• Consider implementing physical and operational changes to the workplace to
reduce or eliminate unintended employee interaction.
• One-way hallways.
• Designated entrances/exits.
• Remove/reduce chairs in common areas and conference rooms.
• Reassign workspaces to allow for appropriate distancing.
• Eliminate any workspaces that require employees to work face to face.
• Install physical barriers when and where necessary.
COMMUNICATIONS
• A written reopening plan should be distributed to all employees prior to the
workspace being reopened.
• A list of mobile phone numbers should be distributed to all employees to allow
texting as a preferred method of communication.
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• Employees should be trained on reducing the spread of COVID-19, general
hygiene, cleaning and disinfecting, social distancing, and use of face coverings.
• Video and chat sessions should be available and scheduled via Zoom, Skype,
Teams, Slack or similar applications to enhance communication between
employees working from home and those working in the office.
• Employees should be immediately notified of all events involving worker safety.
PHYSICAL OPERATIONS: FOOD/BEVERAGE
Guiding Health and Safety Principle: Eliminate transmission touchpoints
• Consider eliminating all food and beverage services.
• Consider restricting access to food areas and temporary elimination of joint
refrigerators.
• Consider discontinuing use of communal carafes or urns for coffee or other
beverages.
• Develop a safe BYO food/beverage policy
• In order to avoid deliveries from outside the office, staff and lawyers should
be requested to bring their own food, etc., properly wrapped.
• Decide if the firm will supply safely dispensed paper cups and plastic
silverware or implement a bring-from-home requirement for each employee’s
personal use.
• If food or beverage self-service is retained, consider a requirement that
equipment (coffee maker/machine, microwave, refrigerator, stove, water cooler,
etc.) be wiped down by disinfectant before use/after uses as well as a schedule
for regular disinfecting cleaning multiple times per day.
• Water/beverage faucets that require employees to operate them with their
hands should be disinfected pursuant to a regular schedule multiple times per
day.
• If silverware and dishes cannot be kept clean and covered, disposable options
are recommended.
• Congregating in kitchen or dining areas should be discouraged.
• Consider confining eating to individual desk areas.
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CLIENT MEETINGS
• Remote meetings with clients via adequate video conferencing facilities should
be encouraged to the extent practicable.
• Client visits to the office are discouraged in the early phases of office
reopening and until all employees are fully trained in safety procedure.
• When client visits are allowed, visits should be limited to appointment only
and walk-ins should be prohibited.
• When appointments are made with clients, the client must be informed in
writing of office procedure and safety protocols and must acknowledge
compliance before being permitted in the office.
• Depending on office configuration, only the conference rooms closest to the
entrance should be used for client conferences. Clients should not be
permitted beyond those conference rooms into the parts of the office
containing employee areas and common facilities.
• Do not permit any client or other guest onsite if that person has visited during
the previous 14 days a state or area identified in a governmental quarantine
recommendation.
TRAVEL
• During the pendency of the Covid-19 restrictions, employee travel for both
business and vacation must be approved on the supervisor level.
• Upon return from travel by airplane, the employee should not be permitted in
the workspace during a 14-day quarantine period.
• Enforce any governmental quarantine recommendations. Do not permit
employees to return to the workplace for 14 days (or other recommended
period) following travel to states or areas identified in any quarantine
recommendation.
• Travel within the United States must comply with CDC recommendations.
cdc.gov/coronavirus/2019-ncov/travelers/travel-in-the-us.html
• All travel to international areas and on cruises must comply with separate CDC
guidelines.
cdc.gov/coronavirus/2019-ncov/php/risk-assessment.html

7

MISCELLANEOUS
• Stay up-to-date on Executive Orders and state and federal regulations and
guidance.
• Additional resources on reopening are available from:
• OSHA: osha.gov/Publications/OSHA3990.pdf
• CDC: cdc.gov/coronavirus/2019-ncov/downloads/community/ResumingBusiness-Toolkit.pdf
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