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Dear Colleagues:

Throughout this pandemic, your health and safety has been our number one priority. We remain focused on keeping you, our extended
families, and our clients safe while working at our offices around the country.

Thank you to our colleagues that provided input along with our Regional Managing Directors, our Human Resources team, Information
Technology support group, and our Corporate Leadership Team who collaboratively worked on this document to raise awareness of new
health and well-being protocols and potentially helpful practices for working at the office during this new normal.

This handbook includes practical recommendations based on guidelines from the Centers for Disease Control and World Health
Organization, that could be tailored by businesses to address various scenarios they may face when colleagues are returning to work.
Regular updates will be made to the handbook based on changing conditions and will remain on the Point.

T O G E T H E R  A G A I N !
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The document covers a wide range of topics, including:
• Cleaning and disinfection procedures
• Social distancing strategies
• Protocols for isolating ill colleagues
• Visitor and vendor protocol
• Office use changes (i.e., conference rooms, break/lunch rooms)
• Fieldwork and Travel

This has been a difficult time for everyone and reestablishing a workplace where
colleagues feel comfortable working safely is our top priority. We are excited to come
together again creating opportunities for growth, learning, and sustainability. Please
continue to provide ideas and solutions at WorkingTogether@uhy-us.com.

Working together to keep us all safe,

Steven P. McCarty
Chief Executive Officer
UHY Advisors, Inc.

mailto:workingtogether@uhy-us.com


WORKING TOGETHER
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 Consider staggering the start and end time of your work day to allow for less contact when
entering the office building and using the elevators or stairs.

 Inform your manager and Human Resources Partner of your modified schedule prior to your
return to the office.

Daily Work Schedule

 Sanitizing stations will be available near entrances.
 Signage will be placed near office entrances to reinforce healthy habits.
 These signs will also remind our visitors of our protocol and their limited access.
 Avoid gathering with groups in common areas when entering or leaving the building.
 Administrative team members will regularly wipe down commonly used door handles.
 Wash your hands upon arriving at the office and frequently throughout the work day.

Entering and Leaving the Office
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Coffee Stations
 Colleagues may want to plan ahead by bringing their own beverage. If you do use a coffee or

water unit, wash your hands after touching these surfaces.

Lunch / Break Rooms
 Observe social distancing when entering a designated break room. If the room is at or near

capacity, please return another time.
 If you use the refrigerators, freezers, microwaves, or other appliances - wash your hands after

touching commonly used surfaces.
 Avoid group lunches and community food items, birthday cakes, and candy dishes.

Common Areas
 Wash your hands after touching commonly used surface areas or equipment such as printers.
 Community office supplies (such as staplers, three hole punches, shredders, etc.) may be limited

or removed from common areas. If you do use a community office product wash your hands after
use.

Use of Coffee Stations, Break Rooms, Common Areas

WORKING TOGETHER
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Disinfectant Supplies
 All UHY offices will be stocked with an adequate supply of disinfection spray, wipes, hand gel,

paper towels, and tissue.
 A designated location will be identified in each office to store these supplies.
 These supplies are needed for our offices and not to be removed for home use.
Personal Protective Equipment (PPE)
 UHY will provide a stock of disposable, daily use face masks at all offices.
 Each office will be have a touchless infrared thermometer.
 If preferred, colleagues may choose to wear cloth or other appropriate facemasks (a how-to guide

on how to create a mask is available on the CDC website (https://www.cdc.gov/coronavirus/2019-
ncov/prevent-getting-sick/diy-cloth-face-coverings.html)

 Wear a mask if you have allergies, or work from home if your symptoms are flaring. If you have a
cold or persistent cough, you should work from home.

 If you are sick or have a fever do not come to the office.

Cleaning Materials & PPE

WORKING TOGETHER

https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/diy-cloth-face-coverings.html
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General Disinfection Measures

 UHY’s office cleaning company at each location will perform a general cleaning of all areas each
business evening, however it is recommended that each colleague wipe down any surfaces that
they came in contact with at their workstation or in their office at the conclusion of their workday.

 Administrative team members will wipe down door handles in commonly used areas regularly
throughout the business day.

 Administrative team members will wipe down coffee stations, vending machines, and community
used office equipment regularly throughout the business day.

Office Cleaning

WORKING TOGETHER



WORKING TOGETHER
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Office Cleaning

COVID-19 - Deep Cleaning and Disinfection

COVID-19 “deep-cleaning” is triggered when an active colleague is identified as being 
COVID-19 positive by testing. 

Deep cleaning will be performed as soon after the confirmation of a positive test as 
practical.  The scope of deep cleaning will be determined by the leaders at each office 
in accordance with CDC guidelines.
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If you become ill, or if someone observes a colleague exhibiting symptoms of COVID-19 at work,
contact a managing director and/or human resources immediately.

Procedures

 The managing director or human resources representative should direct the ill colleague to leave
work and go home or to the nearest health center as advised by the local health authority. They
should wear a mask at all times.

 Ensure that the suspected colleague’s work station or office is thoroughly cleaned and disinfected,
in addition to all other common surfaces recently touched by the suspected colleague.

Protocol for Colleagues Who Become Ill at Work

WORKING TOGETHER
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Human Resources will:

 Identify persons who may have been in contact with the suspected infected colleague. Unless
required by the local health authority, the name of the ill colleague should not be provided.

 Advise colleagues that they may have been in contact with a suspected infected colleague, to
carry out a self-screening check every morning, and based on the results, contact the HR
department.

 Advise ill colleague to contact a physician to obtain medical clearance to return to work.

Protocol for Colleagues Who Become Ill at Work

WORKING TOGETHER
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 Social distancing is very effective to prevent potential infection relying on simple distance to avoid
infection.

 In practice this means:
 Do not travel between floor or other work units on the same floor if possible.
 Staying 6 feet away from others as a normal practice.
 Eliminating contact with others, such as handshakes or embracing coworkers, visitors, or

friends.
 Avoiding touching surfaces touched by others, to the extent feasible.
 Avoiding anyone who appears to be sick, or who is coughing or sneezing.

 Note: No meetings of greater than 10 persons should occur until further notice, even when the
meeting area is large enough to accommodate appropriate social distancing.

 This practice of social distancing includes but is not limited to break rooms, conference rooms,
seminar rooms, common areas, entrance areas, elevators, and offices. These are examples, but
the principle of social distancing is universally applicable.

Social Distancing Protocols

WORKING TOGETHER
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Seating & Capacity

 Arrange the number of allowable seats in conference, seminar, and break rooms considering the 
acceptable distances of 6 feet.

 Limit and space chairs appropriately. Remove excess chairs if possible.
 Place signage or desk pads on table to ensure proper social distancing in each seat.
 Remember to not have more than 10 people in a room at a time.
 Consider allowing colleagues to sit only on one side of small collaboration tables.
 Avoid face to face seating.
 Wipe down all surfaces and objects after the meeting.
 Arrange meetings that are spread out and do not overlap start/end time to help reduce the

number of people a concentrated area any given point in time.

Social Distancing Protocols

WORKING TOGETHER
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People with COVID-19, presumed or tested, or have been directly exposed to others with COVID-
19 who have been under home isolation/quarantine can return to work under the following
conditions, consistent with WHO/CDC guidelines:

If you will not have a test to determine if you are still contagious, you can return to work after
these four things have happened:
 You have had no fever for at least 72 hours (that is three full days of no fever without the use

medicine that reduces fevers) AND
 Other symptoms have improved (for example, when your cough or shortness of breath have

improved) AND
 At least 7 days have passed since your symptoms first appeared AND
 You have contacted your local Human Resources team prior to returning to work to advise you

have met all of the above criteria for your return, and to discuss documentation that may be
required prior to return to company premises.

Returning to Work After Home Isolation

WORKING TOGETHER
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If you will be tested to determine if you are still contagious, you can return to work after these
four things have happened:

 You no longer have a fever (without the use medicine that reduces fevers) AND
 Other symptoms have improved (for example, when your cough or shortness of breath have

improved) AND
 You received a negative test or you have self-isolated for 14 days AND
 You have contacted your local Human Resources team prior to returning to work to advise you

have met all of the above criteria for your return, and to discuss documentation that may be
required prior to return to company premises.

Returning to Work After Home Isolation With Testing

WORKING TOGETHER
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Visitor Restrictions

 UHY strongly encourages external meetings take place virtually to ensure the protection of both
colleagues and visitors.

 Where business-critical, in-person visits must occur, such as to allow critical work products to be
exchanged, they should be in accordance with UHY policies.

 Note that the Visitor Self-Screening Checklist forbids visits from persons who have had known
exposure to persons with COVID-19 within the past 14 days, or who are exhibiting symptoms of
illness consistent with COVID-19.

Visitor Self-Screening

WORKING TOGETHER
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 Non-critical visitors are prohibited until further notice.
 If there has been any YES response to the COVID-19 Self-Screening Checklist, the visitor must leave

the premises and the UHY Host must notify appropriate personnel to disinfect any common
surfaces touched by the visitor and advise HR of the incident.

 Visits that do occur should limit exposure to colleagues to the extent feasible, by:
 Ensuring visitors take a direct route to meeting areas and do not unnecessarily interact with

colleagues.
 Practicing Social Distancing themselves at all times, and instructing visitors regarding our

expectations regarding social distancing (e.g. no handshakes or embraces, etc.).
 Practicing expected hygiene regarding washing hands and covering coughs/sneezes, pointing

out or providing company guidance on this topic.
 For visitors, use dedicated meeting rooms only, which should have common surfaces disinfected

between meetings.

Directions for Visitors

WORKING TOGETHER
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It is very important that ALL colleagues understand the safety requirements, protocols, and
expectations to ensure everyone and our extended families stay safe preventing the spread of
COVID-19.

All colleagues must complete the Pre-Return webinar prior to being permitted back into a UHY
facility. This will ensure a complete understanding of the Working Together Again Handbook.

Colleague training is provided (via GoToMeeting/Lifesize) while currently working remotely to review
and ensure understanding of these protocols.

This information will remain on the Point and Human Resources will update it as appropriate.

Colleague Pre-Return Virtual Meeting

WORKING TOGETHER
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• Avoid nonessential fieldwork. Work virtually using our technology where possible.
• Relationship partners need to confirm ability for UHY members to work at client sites.
• Consider ways to minimize the size of on site fieldwork teams and the amount of time at the

client site during this pandemic.
• Relationship client partner is responsible to document a mutually agreeable fieldwork strategy

focusing on the health and safety of our colleagues.
• Relationship partner is responsible to make sure our client understands our social distancing

protocol and appropriate elements of this guide.
• UHY members should take adequate supplies with them for on site client work (items such as

face masks, and hand sanitizer, and cleaning wipes)
• Do your best to engage with third parties virtually to minimize out of office meetings and travel.
• Essential domestic airline travel is allowed. International travel will need approval from HR and

your Office Managing Partner.

Fieldwork and Travel

WORKING TOGETHER
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Q: Will UHY continue to allow me to work remotely?
A: UHY will be assessing continuing remote workers on a case by case basis as some jobs are just
not able to work remotely. Consideration will be given based on:
 Colleague home life considerations
 Colleague productivity and effectiveness
 Ability to effectively train and contribute to team performance
 Ability to service colleagues, clients, and our Firm

Colleagues who can not return to the office must discuss with their 
Office Managing Director to determine if this continued accommodation can be supported.

Frequently Asked Questions

WORKING TOGETHER AGAIN
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27725 Stansbury Blvd, Suite 200,
Farmington Hills, MI 48334

UHY Advisors, Inc. provides tax and business consulting services through wholly owned subsidiary entities that 
operate under the name of “UHY Advisors.” UHY Advisors, Inc. and its subsidiary entities are not licensed CPA firms.  
UHY LLP is a licensed independent CPA firm that performs attest services in an alternative practice structure with 
UHY Advisors, Inc. and its subsidiary entities. UHY Advisors, Inc. and UHY LLP are US members of Urbach Hacker 
Young International Limited, a UK company, and form part of the international UHY network of legally independent 
accounting and consulting firms. “UHY” is the brand name for the UHY international network. Any services described 
herein are provided by UHY Advisors and/or UHY LLP (as the case may be) and not by UHY or any other member firm 
of UHY. Neither UHY nor any member of UHY has any liability for services provided by other members.

© 2020 UHY Advisors

UHY Advisors, Inc. provides tax and business consulting services through wholly owned subsidiary entities that operate under the name of “UHY Advisors.” UHY Advisors, Inc. and its subsidiary 
entities are not licensed CPA firms.  UHY LLP is a licensed independent CPA firm that performs attest services in an alternative practice structure with UHY Advisors, Inc. and its subsidiary entities. 
UHY Advisors, Inc. and UHY LLP are US members of Urbach Hacker Young International Limited, a UK company, and form part of the international UHY network of legally independent accounting 
and consulting firms. “UHY” is the brand name for the UHY international network. Any services described herein are provided by UHY Advisors and/or UHY LLP (as the case may be) and not by 
UHY or any other member firm of UHY. Neither UHY nor any member of UHY has any liability for services provided by other members.

© 2020 UHY Advisors

The information contained in this guide represents UHY’s suggested practices regarding the recommended operation of its office
facilities, where and when permitted by law, during this time of the unprecedented COVID-19 pandemic.

This guide provides general recommendations for use in all UHY facilities. Because there may be circumstances unique to a
location, there may be some cases in which a UHY facility must adapt the recommendations of the Handbook to address that
facility’s specific requirements. Such exceptions must be authorized by senior leadership. Additionally, all facilities must comply
with all applicable laws meaning that if there is a conflict between the recommendations in the Safe Work Handbook and the
applicable law, the facility must follow the applicable law. Refer to UHY’s Infections Diseases Policy for additional information.

The health and safety of our colleagues is our number one priority at UHY.

Disclaimer – Legal Statement
UHY bears no responsibility for any circumstances arising out of or related to the adoption, or decision not to adopt, any of the practices or procedures contained in the UHY Safe Work
Playbook. Please also note that this is a “living” document that may be updated at any time by UHY given the fluidity of this situation. Special thanks to Lear Corporation for sharing their
playbook with businesses to use as a baseline.
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