MEMO or Letter to All Employees,
Many of you are aware of the recent changes to the CDC guidance pertaining to masking and other
COVID protocols. In response to these changes, [choose – CT Governor Lamont, MA Governor Baker, RI
Governor McKee] also followed with similar guidance. In light of this updated guidance, coupled with
declining COVID-19 cases and a greater availability of vaccine options, we have started to develop a plan
for returning to normalcy; while keeping people safe and fulfilling our commitments to our customers
moving forward.
Our understanding of the guidelines is as follows:
•
•
•
•
•

The changes in guidance relate specifically to those individuals who are fully vaccinated;
It does not apply to those individuals who are not fully vaccinated, unvaccinated, and/or
immunocompromised – these individuals are being asked to still wear masks;
Masks will also still be required in certain settings; (i.e. schools, healthcare workers, etc.)
OSHA has yet to announce changes to their business guidance (though they have indicated
that they are reviewing their recommendations in light of the CDC guidance at this time)
Private businesses are being asked by the state to develop their own plans and require
employees and visitors to adhere to those developed standards

Our plan is as follows:
1.
2.
3.
4.

All employees and visitors are required to continue to wear masks and social distance
indoors with a goal towards loosening these restrictions by [FILL IN THE DATE]
Effective [FILL IN THE DATE], we are no longer requiring [choose those you have
implemented and will be discontinuing - temperature checks, health questionnaires and/or
sign-in sheets],
Every employee remains responsible for self-monitoring and are required to stay home if
they are experiencing symptoms or don’t feel well. Employees must also notify HR of this
situation
During the month of [FILL IN MONTH WHEN RESTRICTIONS HAVE BEEN LOOSENED], we will
be:
a.
Seeking to understand the percentage of vaccinated employees in our workforce
through a confidential survey; this information will only be used in aggregate to
determine whether we are close to what is being defined as “herd immunity” where
between 70% and 95% of the population is vaccinated (according to health care
analysis). We will be asking everyone to participate in the survey [REMOVE IF
COMPANY IS NOT GOING TO SURVEY THEIR EMPLOYEES].
b.
Monitoring CDC, OSHA, state and Department of Health guidance as the economy
and our region return to normal or familiar ways of life.
c.
Monitoring any infections or outbreaks of COVID within our workplace.

The safety and health of employees is our top priority. We are actively having conversations with other
employers and analyzing all options and data in order to understand how we can return to normalcy
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safely and expediently. The timeframe described above gives us time to ensure that the new guidelines
are not going to lead to another spike in the community, will allow us to avoid more COVID-related
disruptions, and will help us ensure we can fulfill our commitments to customers. This date also aligns
with what we have been hearing from a number of other employers in the area.
While we have formulated this plan in response to the prevailing guidance and data at this time, please
understand that this plan may be modified as the situation changes and as we continue to evaluate our
operations consistent with state requirements, CDC guidelines, and prevailing practices.
We know this has been a very long road – we know that everyone is tired of COVID but we committed
back in March, when this all started, to doing what we could to keep people safe and to fulfill our
commitments to our customers. We ask again for your trust, patience and continued cooperation as we
create and navigate this path back to normalcy.
If you have any questions, please do not hesitate to contact or see [COMPANY CONTACT].
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