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Free Resources for Your Firms’ Re-Opening from Adams & Martin Group

In addition to this eBook, Roth Staffing Companies–the parent company of Adams & Martin 
Group–has provided some of the resources used in our own office as we prepare to re-open 
our locations. These resources include a gallery of printable posters, a recorded webinar 
about returning to work hosted by our Sr. VP and General Counsel, and a sample of an 
internal handbook for returning employees. Visit our landing page for these resources.

Returning to the Workplace Resources

https://www.rothstaffing.com/reopening-toolkit/
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After months of widespread lockdown, many law firms throughout the US are eager 
to get back to the workplace. However, this a complicated process that cannot be 
rushed. 

Many court systems are still closed, resulting in a backlog of cases. Some states and 
cities have rushed to re-open, while others still have limitations based on community 
spread rates. In some firms, more associates and staff will be working remotely long 
term. Others will need to be back in the workplace to conduct day-to-day business. 
Regardless of the local circumstances, every law firm should have a transition plan 
in place and ready to go, in order to help ensure a smooth transition back to the 
workplace.

Let’s take a look at what the “next normal” could look like and what firm leaders should 
think about in order to help facilitate a smooth, productive – and, more importantly, 
safe – return to the workplace.

How COVID-19 Changed 
the Workplace  



6 The Action Plan for Reopening and Rebuilding

Varying guidelines regarding re-opening of businesses throughout the US has 
left many employers unsure of how to proceed. Many seem to be leaving it up to 
business owners to decide how best to bring their employees back on site.

With that in mind, perhaps the most important thing a leader can do right now 
is develop a detailed, specific plan for re-opening, as well as policies to help 
keep associates and staff safe and healthy. To create an effective plan, consider 
a variety of factors, including, but not limited to:

The Action Plan for 
Reopening and Rebuilding 

• Re-opening timeline
• Number of individuals allowed on site 
• Placement of employee workstations
• Cleaning of facilities and equipment
• Visitor procedures
• Sick time policy

• Work-from-home options
• Expectations of employees who 

exhibit symptoms
• Restrictions of in-person 

interactions (such as meetings)
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There are many other details that should be considered depending on the nature 
of the workplace.

Safety requirements can vary from one state to another, so firms with multiple 
locations will need to ensure they comply with all regulations, either by varying 
their policy by location or creating a plan that complies with requirements for 
every location from which they operate.



8 Preparing the Workplace

To prepare your workplace for reopening, make sure you have a plan for following 
social distancing guidelines, properly cleaning facilities and equipment, and outfitting 
employees with any required protective equipment. Keep reading for more specific 
information on each of these topics.

Social Distancing

It’s expected that the concept of social distancing will need to continue into the 
workplace – meaning that people need to keep at least six feet apart from each other. 
You might consider reconfiguring your workspace to help ensure individuals are an 
appropriate distance apart. 

Preparing the Workplace
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Some common concerns include:

• Personnel Placement. Whether you’re working with desk configurations or 
standing work stations, it’s important to provide proper distance between people. 
Some firms are marking the floor with signs or decals to remind everyone not to 
stand too close together.

• Shared Tools. While a desk space should clearly be reserved for the person using 
that space, what about shared tools such as printers or copy machines? One option 
is to use tape to mark the 6-foot perimeter around the machine. The marked off 
square indicates that nobody can step inside while the machine is in use by someone 
else. Consider outfitting these areas with cleaning supplies as well. 

• Staggered Schedules. Because your workspace might not be able to accommodate 
all your staff to allow for social distancing measures, which may mean that you 
need to stagger some work schedules if possible. Having groups come in at various 
times means fewer individuals on site at any given time. 

• Hallways. Besides determining where everyone will work, consider how people 
will move around the space. Some firms have implemented one-way foot traffic 
through the hallways to discourage people bumping into each other. 

• Common Areas. Consider high-traffic areas such as restrooms or break rooms. 
The number of individuals allowed into these spaces at one time may need to be 
limited. Seating can be arranged so that people are at minimum six feet away from 
each other.
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Workplace Hygiene

One of the most critical aspects of your plan will be how to keep the workplace clean 
and sanitized. Determine who will be doing the cleaning, how (and how often) the space 
should be cleaned, and how you will make sure proper protective gear is available. 
Your plan will depend on the type of space you’re working in and what equipment 
needs to be cleaned. For more information, read through the CDC guidelines on how 
to properly disinfect building facilities to prevent the spread of viruses.

In addition to the major cleaning, employees should have access to basics like hand 
soap, hand sanitizer, and disinfecting wipes. Employers can provide them with the CDC 
guidelines around hand-washing and encourage the use of hand sanitizer and wipes 
when needed by making these readily available for use. You may consider limiting the 
use of high-touch items like copy machines, and have disinfecting tools available at 
the site to wipe these areas down after use.

Personal Protective Equipment

Some states may require employers provide personal protective equipment (PPE) 
such as face coverings or gloves. It will be up to you to obtain these supplies as well 
as establish the policy for distribution, use, and cleaning of these items1. The CDC and 
US Surgeon General offer guidelines and instructions that may be useful

1 https://www.inc.com/lindsay-blakely/business-reopen-plan-reduce-liability.htm

https://www.cdc.gov/coronavirus/2019-ncov/community/disinfecting-building-facility.html
https://www.youtube.com/watch?v=tPx1yqvJgf4
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/diy-cloth-face-coverings.html
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In addition to basic safety and hygiene measures for your associates and staff, you will 
want to prepare them for reopening by informing them how employee health will be 
monitored and the expectations if they begin to exhibit symptoms of illness.

Monitoring the Health of Employees

Some employers have already begun taking their employees’ temperatures prior to 
starting a work shift; and some states may require that employers do this in order to 
re-open. Amazon made the news for using thermal scanners that employees walk 
through, whereas other employers are simply asking employees to take their own 
temperature at home – and stay home if it’s above a certain level. If you choose to or 
must take temperatures, one source advises contracting with health care professionals 
for the service, who will have the proper training and equipment.2

2 https://www.inc.com/lindsay-blakely/business-reopen-plan-reduce-liability.html

Preparing Your Employees



14 Preparing Your Employees

If An Employee Exhibits Symptoms

If an employee were to exhibit symptoms of coronavirus, will they know what to do?

Communicate very clearly to your employees about when they should stay home from 
work. For example, Roth Staffing Companies advises our own employees to stay home 
if they or a family member have a fever or are experiencing any symptoms of illness, 
and to contact their medical provider. If your health insurance plan includes virtual 
doctor consultations, now would be a good time to advertise it. Virtual consultations 
mean those with coronavirus are less likely to spread it to others, and those with 
other health concerns can get professional advice without exposing themselves to 
contagion.

Employees can be required to report coronavirus symptoms to their employer — 
as a workplace safety matter and only under pandemic conditions. Some advise 
asking your employees to complete a simple daily health questionnaire, protected as 
confidential under the ADA. Further, you have the right to send an employee home if 
they are showing coronavirus symptoms.3 Always consult your legal counsel regarding 
development of your organization’s policy to handle these situations.
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Sick Time Policy for Coronavirus Symptoms

Determine ahead of time if you will be able to offer paid sick time. As a legal professional, 
you are most likely already aware of the Familiar First Coronavirus Response Act 
(FFCRA),4 which applies to employers with 500 or fewer employees and provides 
paid sick time and paid family leave related to COVID-19. There are also many states 
and localities that are passing paid sick leave laws specific to COVID-19 that apply to 
employers with more than 500 employees and/or for employers in specific industries. 
Offering paid sick time can be an important way to make employees feel supported 
while also mitigating the risk of spreading the disease. An employee who is worried 
about not getting paid may feel pressure to come to work, thus potentially exposing 
more of your workplace.

Be sure that you are also aware of the special provisions in place at national, state, and 
local levels regarding Paid Family Leave, outlined in detail by SHRM.

3 https://www.wsj.com/articles/going-back-to-work-tips-on-what-your-boss-canand-cantmake-you-
do-11587682455
4 https://www.dol.gov/agencies/whd/pandemic/ffcra-employer-paid-leave
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Policies for Returning 
to Work  

The COVID-19 pandemic has turned life upside-down for just about everyone. From 
adjusting to the shift to online schooling for their children to coping with serious 
mental health issues like anxiety and depression that have been exacerbated by the 
situation, everyone’s life has been altered in some way. Going back to the office may 
bring a whole added set of challenges for many. Your associates and staff may need 
to manage their children’s at-home schooling, or may feel fearful about taking public 
transportation to get to work. Take into consideration the challenges employees may 
be facing and develop a policy that is reasonable and fair to all.
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When You Can & Can’t Require Employees to Come In

One of the most significant changes caused by the pandemic was the rapid migration 
to remote work by millions of employees. If your business could accommodate 
employees working from home, define your policy going forward.

• Flexibility. Some employees might be facing challenges directly related to the 
coronavirus (such as children at home due to school closures or the need to care 
for family members) that may make it difficult to return to their previous routines. 
For these workers, some flexibility may be a mutually beneficial solution even after 
mandatory shut-downs have lifted.

• When Employees Don’t Feel Safe. According to The Wall St. Journal, “fear isn’t a 
legal reason for refusing to work.” However, consider your employees’ concerns 
and determine a fair and legal course of action. It’s also important to note that if 
an employee has a diagnosed mental health condition, such as anxiety, they are 
entitled to reasonable accommodation under the ADA.5

• At-Risk Individuals. Similarly, guidelines issued by the White House and some 
states address other issues around employees with medical conditions that may put 
them at higher risk for health complications. Work closely with your legal counsel 
to ensure you are aware of and adhering to all the guidelines in your area.

5 https://www.wsj.com/articles/going-back-to-work-tips-on-what-your-boss-canand-cantmake-you-
do-11587682455
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OSHA Regulations, Workers’ Compensation, and Your Responsibilities

It’s important to develop a policy and communicate clearly with all employees. If an 
individual feels you are not properly following CDC guidelines to make the workplace 
safe with regard to coronavirus protections, they have the right to file a complaint with 
OSHA. Before a complaint is escalated, encourage your employees to express their 
concerns and, when possible and reasonable, address the issue.

We’ve heard many employers asking if an employee gets COVID-19, can they sue 
you? According to The Wall St. Journal, “The workers’ compensation system protects 
employees from other legal claims pertaining to work-related injury or illness. However, 
if employees believe their company was negligent – for example, by not providing 
personal protective equipment even if workers were regularly exposed to confirmed 
COVID-19 cases – there are situations and states where courts might be open to such 
claims.”6

6 https://www.wsj.com/articles/going-back-to-work-tips-on-what-your-boss-canand-cantmake-you-
do-11587682455
7 https://www.inc.com/kevin-j-ryan/coronavirus-reopen-business-safety.html
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OSHA provides the following 
recommendations regarding 
workplace preparations:

• Discourage workers from using other workers’ 
phones, desks, offices, or other work tools and 
equipment

• Provide workers with tissues, no-touch trash cans, 
hand soap, alcohol-based hand rubs with at least 60 
percent alcohol, disinfectants, and disposable towels 
to clean their work surfaces

• Install high-efficiency air filters and increase ventilation

• Have a plan for immediately isolating employees or 
customers who become sick in your workplace

• Create additional space for customers; for retailers, 
this might mean adding drive-thrus

• Replace face-to-face conversations — internally as 
well as those with customers, clients, and vendors — 
with phone calls or other forms of communication 
as much as possible

• Establish alternating workdays or extra shifts that 
reduce the total number of employees in a facility at 
a given time

• Discontinue nonessential travel to locations with 
ongoing Covid-19 outbreaks7
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With the rapid shift to remote work, leaders have had to re-adjust their management 
techniques to accommodate associates who are working from home. It appears that 
remote work is here to stay for many in the legal profession who don’t need to be 
physically present at the firm’s office every day. 

Given this major shift, managers will need to re-evaluate how they can effectively lead 
their remote teams, creating a sense of unity, productivity and engagement from afar. 
Please refer to Adams & Martin Group’s free downloadable eBook on the Top 10 Tips 
for Leading a High Performing Team. 

Managing a  
Remote Team

http://www.adamsmartingroup.com/guides/remote-team/book/
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How to Best Leverage a 
Flexible Workforce 

No matter how many years your firm has been in business, it’s likely that no one could 
have imagined the crisis we are managing through today. While many companies 
in the retail and hospitality sectors have been forced to lay off employees or close 
altogether, other industries – including law – have not been hit quite as hard and are 
optimistic about the future.

When firms reopen their workplaces, who will they be able to bring back? Re-staffing 
needs to be a carefully thought-out process so that employers have appropriate levels 
of staff as they adjust to demand and ramp back up. The possibility of another shut-
down in response to a potential resurgence of the virus in some hotspots also needs 
to be part of your staffing plan.

Naturally, if you had to lay off or furlough employees due to the pandemic’s financial 
impact, you would want to reach out to those individuals and bring them back to your 
company. It’s possible some of them may have found other employment and are not 
able to return. This means you’ll be going through a hiring process on top of adjusting 
to the re-opening of your workplace.
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There are plenty of options to address your evolving staffing needs, including utilizing 
a temporary workforce, or even bringing your previous employees on our payroll to 
provide more flexibility until you can bring them back full-time.

How can a flexible workforce help you?

• Scalability. Until the economy has settled into a stable rhythm, it is difficult to 
estimate what your workforce needs might be. Temporary staffing allows you to 
scale your workforce up or down depending on demand. 

• Dedicated Recruiters. In times of high unemployment, a professional recruiter 
can help you sort through resumes to find only the most qualified candidates. They 
will help pre-screen and vet candidates ahead of time, saving you valuable time. 

• Direct Hire Services. Don’t let key positions go unfilled. Unlike temporary 
employees, direct hire placements will be your employees. If you have internal 
positions you have been struggling to fill, a staffing firm can help you find, screen, 
and recruit qualified candidates. 

• Payrolling. A payrolling service is a great option if you know who you want to 
hire, but need another company to serve as the employer of record – giving you 
added flexibility (handle the paperwork, cover insurance, offer benefits, manage 
the payroll) so that you can focus on ramping up.
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About Adams & Martin Group
At Adams & Martin Group, we live our Purpose in all that we do. The Founder of our com-
pany set out on a quest to define our company’s Purpose. In 2001, he asked all employ-
ees to answer “what are we the best in the world at?” and “what are you most passionate 
about?”  He combed through the answers and found some consistencies. While on the 
simplest level we find positions for job seekers and talent for businesses, we’ve found that 
our Purpose is “to make life better for the people we serve®,” allowing our Ambassadors 
and clients to build their livelihood, impacting their lives for the better.

This spreads to our coworkers, making us one of the most engaged workplaces in North  
America. We use this engagement to better serve our Clients, and we are honored to live 
our purpose through your business.

Adams & Martin Group is an award-winning legal staffing firm, specializing in recruiting and 
placing legal positions nationwide.
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Core Competencies

LEGAL STAFFING LITIGATION SOLUTIONS INVESTIGATIONS

• Temporary/Contract

• Temporary-To-Hire

• Direct Hire 

• Attorney Search

• Large-scale document review 
with project management

• Due Diligence-document 
review

• Discovery/Trial Preparation

• Organization of Discovery

• Large-scale AML “look-back” 
investigations

• KYC remediation reviews

• SAR preparation and transaction 
monitoring

• AML Compliance projects

• Foreign-language talent for 
FCPA-specific reviews

http://www.adamsmartingroup.com



