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Introduction 

It’s hard to believe that it’s only been a matter of months 
since so many of us changed the way we conduct business 
and live our lives. The so-called “new normal” will be  
remembered as a time of working remotely, home schooling, 
social distancing, and doing whatever we can to safeguard 
the health and wellness of ourselves, our families,  
neighbors, and friends.

Today, throughout the country, businesses are starting  
or making plans to reopen. What will that look like?  
How will we reset our behavior and habits? Can we reboot 
the economy while maintaining all that we’ve done to  
protect ourselves?

Every business – and workforce – must address these  
questions in its own unique way. But, there are also  
commonalities. Changes in attitude, policies, and  
procedures will be necessary in what we’re calling the  
three pillars of the “next normal,” the individual, his or her 
impact, and the workplace community.
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In the coming months, you may be asked to play a number of critical roles. As a manager, you’ll need 
to focus on immediate concerns, like business continuity, crisis response, and safety and compliance. 
As a leader, you’ll draw on your own reserves of resilience, agility, and compassion. And, as a strategist, 
you’ll have to anticipate the future, share that vision, and help your team and organization adapt. 

We don’t yet know exactly how the coming months will look and feel. But, we can all work together  
as we redefine it and build a safer, more productive next normal.

To understand the value of being a thought leader during this transition, read this.

  YOU: 
• Resilience
• Engagement
• Effectiveness
• Wellness

YOUR IMPACT:
AS A MANAGER
• Business Continuity
• Crisis Response
• Safety and Compliance

AS A LEADER
• Agility 
• Responsiveness
• Mindfulness

AS A STRATEGIST
• Vision – The Why
• Anticipation
• Adaptation

YOUR REACH:
YOUR PEOPLE
• Enablement
• Change Leadership

YOUR PROGRAMS
• Cultural Continuity
• Diversity & Inclusion
• Workforce Planning
• Health and Welfare

YOUR PLACES
• Facilities
• Safety and Compliance
• Rapid Response

https://patch.com/new-jersey/bridgewater/become-thought-leader-during-covid-19-crisis


Back to “Business  
as Usual?”
As we slowly emerge from the global pandemic, many are 
struggling to imagine what business will look like. Now’s the 
time to think about redesigning workspaces, reviewing and 
rewriting policies, and reengaging with your workforce.  
The workplace may never be quite the same, but you can  
prepare yourself and your team for new ways of working. 

Use this handbook to help guide your decision-making  
as you prepare to reopen your workplace in the  
post-pandemic world.
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The Post- 
Pandemic  
Workplace
Before you can consider bringing your workforce back 
to a central location, there are vital decisions you’ll need 
to make. Offices and facilities are gathering places, and 
workforce safety and wellness must be at the forefront  
of planning for employees’ return.
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Social  
distancing  
at work.
Social distancing is not  

going away any time soon.  

Even as people return to 

centralized workplaces, they’re 

still going to need to keep their 

distance. How will this look in 

your office or job site? 

Most manufacturing, shipping, and distribution  
sites are large, open spaces in which employees 
need to move freely. On a smaller scale, vast  
numbers of offices have gone to open floor plans, 
with workers side by side in cubicles or common 
working areas. 

If you’re set up this way, what will you need to  
adjust? What do you need to be thinking about  
now to prepare for a returning workforce?

For specific tips, check out this article.

The next normal means new rules. 
 
You’ll need to establish new safety procedures. These should be posted for employees, 
providing them with up-to-date education and training on:

•  Any lingering COVID-19 risk factors
•  Regular employee temperature checks
•  Protective guidance
•  Proper behaviors, like cough etiquette and self-care practices

https://www.gensler.com/research-insight/blog/in-the-face-of-the-coronavirus-workplace-wellness-is-key
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Providing  
proper, sanitized, 
hygiene products.

Depending on your 
unique situation, you 
should expect to make 
protective products 
available and replenish them  
as needed. These may include:

• Disposable tissues and  
   hand towels

• No-touch trash cans

• Hand sanitizer
• Facemasks or cloth coverings 
 that align with current  
 CDC recommendations and 
 ADA guidelines 

• Other PPE as needed

Give them space. 
 
Consider whether physical barriers are required  
to maintain social distance. If barriers are needed,  
they might include:

•  Plexiglass dividers

•  Reconfiguration of cubes and shared workspaces

•  Rearrangement of common areas

Other helpful resources: 
 
In addition to following all national and local guidelines, you can consult:

•  The Centers for Disease Control (CDC)

•  The World Health Organization (WHO)

https://www.cdc.gov
https://www.who.int/emergencies/diseases/novel-coronavirus-2019


Post-Pandemic  
Policies
No two businesses are exactly alike, of course. But  
all leaders must begin to make decisions about how  
to reintegrate their people back into the workplace,  
regardless of their organization’s size and function.  
These decisions will have a profound impact on  
employees and should be part of any company’s  
business continuity plan.
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Determine who will return to work,  
and when. 
 
Once restrictions on movement relax, you’ll want  
to create a timetable for when employees return.  
Determine who is essential to have in the office,  
who can continue working remotely, and who,  
having been previously furloughed or laid off, can  
be brought back. 

Do some workforce planning. 
 
Workforce planning at this point involves determining the right person for the right job, 
any budgetary restraints in place due to current economic conditions, and how your  
immediate needs can complement long-term staffing.

•  Which employees require face-to-face interaction or in-person availability?

•  Who is it necessary to have on hand for the company to operate effectively?

•  What jobs can continue to be performed remotely?

For more thoughts on managing your workforce post-pandemic, read this. 

https://www.forbes.com/sites/adigaskell/2020/04/28/will-we-return-to-the-office-after-covid-19/%2346ba62bdb1f8
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New ideas for 
in-office shifts:
• Rotate schedules so workers   
 split time between the office  
 and home

• Let workers choose their  
 hours, with limits on how 
 many are present at a time

• Ensure the right mix of  
 essential personnel is always  
 available

All options will require thorough 
cleaning of all work and  
common areas between shifts

Adopt flexible working options. 
 
As restrictions are lifted and health threats become 
lighter, you may want to consider adopting flexible 
working and scheduling options. It may make sense  
to phase in workers slowly, over weeks or even  
months, keeping the workplace sparsely populated  
initially and adding more in-office employees a  
few at a time. 

Address and change policies  
where necessary. 
 
Throughout the return of your workforce, people may come back to a very different office 
than they left. Some coworkers may still be working remotely and some may have been 
laid off or furloughed during the crisis. In nearly all cases, your team will be returning 
with different mind-sets and priorities.

Be aware that working teams and relationships will likely change. 

New gaps may emerge in both task coverage and skillsets. You’ll need to be mindful of 
these and take steps to fill them, prioritizing cross-functional cooperation and training.  
This may include pairing in-office and at-home workers to complete projects and  
build skills both need to be effective.
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Lead  
“and smooth” 
the way
For many employees,  
coming back to the workplace 
will be another in a line of 
new challenges. You can help 
smooth the transition by  
establishing policies that  
recognize this and provide  
extra support as your people  
reintegrate.

Rethink meetings. 
 
You’ll want to think about when, where, and how meetings take place. Avoid the  
temptation to return to the comfort of everybody-in-the-conference room interactions.  
Besides creating potential health risks, these may marginalize those who are still working  
remotely and you could miss out on their input, insight, and expertise. 

Let the agenda drive attendance. 
 
Even with employees back at their desks, you’ll need to follow health experts’ advice  
regarding how many people can safely sit around conference or meeting room tables.  
If someone doesn’t really need to attend, they shouldn’t be there. If meetings do require a 
full team, it may make sense to continue holding them virtually for the foreseeable future.

Consider the potential of a recurrence of COVID-19. 

We’re all in this together. Encourage employees to immediately report any diagnosis –  
or even symptoms – of the virus. If someone is found to be COVID-19 positive in the  
workplace, your company can expect to conduct contact tracing; anyone who was in  
contact with the infected person must be notified and put in two-week social isolation.

If you need specific information about office design safety, look here. 

https://www.gensler.com/research-insight/blog/10-considerations-for-transitioning-back-to-work-in-a-post


Managing People in 
the Post-Pandemic 
World
As a manager, you’re the first point of contact for  
returning workers. Now more than ever, your leadership 
skills will be valuable as you and your employees deal with 
fluid and evolving work situations. In preparing to have  
at least some of your team back in the workplace, there  
are several issues you’ll need to consider.
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Who will determine your  
staffing needs? 
 
Work closely with Human Resources to establish  
clear policies and procedures. For example ...

•  Will former employees be contacted first? 

•  Will former staff members come back at their  
    previous pay rates and benefit levels? 

•  What is the process for hiring or rehiring during  
    the initial post-pandemic period? 

•  Will you be able to accommodate employees who prefer to continue working remotely?

Here’s sound advice about onboarding and reboarding in the next normal.

https://www.pwc.com/us/en/services/governance-insights-center/library/covid-19-returning-workplace-boards.html
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How will you manage a mix of  
co-located and remote team members? 
 
Your recent remote managing experiences will serve  
you well now. But for many managers, these hybrid 
teams will be a new challenge. As business priorities 
shifted during the pandemic, many workers have  
had their responsibilities redefined. Some have  
moved into new positions or new roles. The team that 
comes back post-pandemic may not be the team  
it was just a few months ago.

Start by creating a team charter. This document  
clarifies important guidelines for how the team will  
operate. Develop it in a group session to encourage everyone’s understanding and buy-in.

•  Set clear goals, standards, expectations, and rules of engagement

•  Ensure open and thorough communication — this is key with hybrid teams

•  Whenever possible, talk instead of writing an email

•  Establish email standards for when you do have to write

•  Define when team members should communicate and expect responses

•  Involve everyone in team communications and decisions

•  Be open and inclusive, creating a sense of belonging
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Face changes in office etiquette.  
 
There’s likely to be a shift away from some deeply ingrained cultural norms. People are  
going to be wary of the familiar handshake, as well as physical displays of friendship,  
support, and solidarity like hugging, placing hands on shoulders, or back-patting.  
Depending upon the cultural and business backgrounds of you, your team, and your  
clients, refraining from these behaviors may take a bit of time, but everyone must  
accept and respect each other’s concerns. 

Support employees coping with stress and survivor guilt. 
 
Many team members will come back to work, either onsite or remotely, under personal 
stress. They may have dealt with their own illness and slow recovery, or that of family  
members. Or they may have watched, from their personal quarantine, the struggles of 
friends and acquaintances.

Different people experience grief in different ways, but even the most outwardly stoic  
still feel it. For those who’ve lost loved ones, and even those who remain on the job when 
coworkers have been laid off or furloughed, it can bring on “survivor’s guilt.”

If it seems warranted, direct employees to any mental health resources your company can 
provide. This may require reaching out to Benefits and Human Resources Departments, 
but your team members are worth the effort.

To learn more about “survivor’s guilt,” read this. 

How to support 
your employees 
in difficult times.
• Acknowledge their emotions  
 outright

• If they want to discuss what’s  
 happened, give them the 
 opportunity to do so

• Ask for support from HR and  
 Employee Benefits

• Recognize the contribution 
 of the surviving employees

• Help them reengage and 
 refocus their energy by 
 involving survivors in  
 building their new teams

https://www.medicalnewstoday.com/articles/325578


Brought to You
by Skillsoft and 
SumTotal
Reintegrating employees into the post-pandemic workplace will 
be a challenge for everyone. Managers need to reexamine and 
revise their working styles right alongside their workers. But 
 together, you can create a new post-pandemic workplace that’s 
inclusive and open, and a place of emotional support for both 
those onsite and those working at home.

What the post-pandemic workspace looks like is yet to be  
determined, but the decisions you make right now will go a long 
way to ensuring that it’s safe, healthy, and sustainable.
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About Skillsoft and SumTotal
 
We help companies unlock the potential in their most valuable asset – their people – by delivering engaging content  
and powerful technology that drives business impact for modern enterprises. Skillsoft comprises three award-winning 
systems that support learning, performance, and success: Skillsoft learning content, the Percipio intelligent learning  
experience platform, and the SumTotal suite for Talent Development.

Skillsoft provides a comprehensive selection of cloud-based corporate learning content, including courses, videos,  
books, and other resources on Leadership Development, Business Skills, Digital Transformation, Technology & Developer, 
and Compliance. Percipio’s intuitive design engages modern learners and its consumer-led experience assists in  
accelerating learning. The SumTotal suite delivers measurable impact across the entire employee lifecycle via award- 
winning technology that powers talent acquisition, learning management, and talent management. Skillsoft and  
SumTotal are trusted by thousands of the world’s leading organizations, including many within the Fortune 500.
 
Learn more at www.skillsoft.com and www.sumtotalsystems.com.

https://www.skillsoft.com
https://www.sumtotalsystems.com



