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O U R  G O A L S
The coronavirus (COVID-19) is presenting new and unique challenges. We

are navigating uncharted waters with this virus, making it important to find

new ways to work, interact, and be productive. As a result of our recent

survey during "Returning to Work Safely", we learned an overwhelming

majority of agencies, will be experience a blended work environment with

some employees working from home and others coming into the office. We

appreciate the challenges that will bring and have packaged together some

resources for you to incorporate into your agency operations. These are

customizable pieces that can be edited to make it an easier lift to

incorporate into your business practices. 

 

 C O M M U N I C A T I O N  T O O L K I T
R E S O U R C E S  F O R  Y O U R  A G E N C Y  A N D
Y O U R  E M P L O Y E E S  W O R K I N G  F R O M  H O M E  

Health and Safety Best Practices: A complete checklist to prepare yourself, as

the employer, to prepare the office for returning to the office from a health

and safety perspective.

Employer Return to Work Checklist: A comprehensive employer checklist to

step through to think through all of the process you need to put in place and

think of before you open your office.

Employee Notice - Face Coverings: A communication that can be sent to your

staff regarding the use of masks and face coverings in the office. 

COVID-19 Daily Checklist: A comprehensive checklist to ensure you can open

your business safely while adhering to Gov. DeWine's current guidelines.

FFCRA Poster: Read the details of the FFCRA and provide to your staff either

in a common area or through email for those employees that are working from

home. 

OIA 7 Step Prevention Coronavirus Awareness Poster: Use this poster to inform

your staff of precautionary measures they can take to help stop the spread of

COVID-19.

Please feel free to utilize the following resources, as you prepare your staff and

office for returning to work: 
 

https://ohioinsuranceagents.com/wp-content/uploads/2020/05/REI-Health-and-Safety-when-Returning-to-Work.pdf
https://ohioinsuranceagents.com/wp-content/uploads/2020/05/REI-Employer-Return-to-Work-ChecklistR2.pdf
https://ohioinsuranceagents.com/wp-content/uploads/2020/05/REI-Employee-Notice-Face-Coverings.pdf
https://ohioinsuranceagents.com/wp-content/uploads/2020/05/REI-Employee-Notice-Face-Coverings.pdf
https://ohioinsuranceagents.com/wp-content/uploads/2020/05/COVID19-Daily-Checklist-1.pdf
https://ohioinsuranceagents.com/wp-content/uploads/2020/05/COVID19-Daily-Checklist-1.pdf
https://ohioinsuranceagents.com/wp-content/uploads/2020/05/REI-FFCRA_Poster_WH1422_Non-Federal.pdf
https://ohioinsuranceagents.com/wp-content/uploads/2020/05/OIA-7-Step-Prevention-Coronavirus-Awareness-Poster.pdf
https://ohioinsuranceagents.com/wp-content/uploads/2020/05/OIA-7-Step-Prevention-Coronavirus-Awareness-Poster.pdf
https://ohioinsuranceagents.com/wp-content/uploads/2020/05/OIA-7-Step-Prevention-Coronavirus-Awareness-Poster.pdf


NOTICE: The Ohio Insurance Agents Association, Inc. (OIA) provides this information with the express understanding that 1) no attorney-client relationship exists,
2) neither OIA nor its attorneys are engaged in providing legal advice and 3) that the information is of a general character. You should not rely on this information

when dealing with personal or professional legal matters; rather, seek legal advice from retained legal counsel.

M E M B E R S H I P
If you are unable to access the ACT Remote Work

Agreement link, it could mean that you are not

currently a member of the OIA and BIG I. If that's the

case, now is the perfect time to join, as we are offering

countless resources to manage your agency during

these uncertain times of the COVID-19 pandemic. For

more information, please reach out to Dustin  Mahrt,

dustin@ohioinsuranceagents.com.

 

 

COVID-19 Self Assessment: A daily self assessment you can give to

your employees to ensure that they do not come to work if they have

experienced any COVID-19 symptoms.

What If Guide: this guide helps prepare you for challenging

conversations with your staff that may not be ready to come back to the

office. 

COVID-19 Voluntary Work from Home program: The COVID-19

Voluntary Work from Home program outlines our guidelines for

employees who choose to work from home during the COVID-19

Pandemic. 

Acknowlegment of Receipt fo Comany-Issued Property: An agreement

that can be used between you and your employee when issuing

compnay resources and equipment.

Sample Telecommuting Agreement: The telecommuting agreement

outlines the agreement between the employer and employee. 

ACT Remote Work Agreement: Ensure your agency's employees

understand and conform to needed arrangements when working out of

the office. In conjunction with BIG i and ACT, we are offering a

downloadable "Remote Work Agreement" This is intended to be

enacted between agency leadership and employees working remotely.

Work From Home Agreement: In addition to the above ACT resource,

OIA's HR contact provided  a work from home agreement outlining

general work arrangements. Feel free to combine the two resources in

order to arrive at an agreement that works for your agency and staff. 

Telecommuting Checklist: Use this checklist to ensure employees

understand Company policies and procedures for remote work. 

COMMUNICATION TOOLKIT CONTINUED:
 

https://www.independentagent.com/ACT/Pages/efficient/Workflow/ACTRemoteWorkAgreement.aspx
https://www.independentagent.com/ACT/Pages/efficient/Workflow/ACTRemoteWorkAgreement.aspx
http://ohioinsuranceagents.com/
https://ohioinsuranceagents.com/wp-content/uploads/2020/05/COVID19-Self-Assessment-1.pdf
https://ohioinsuranceagents.com/wp-content/uploads/2020/05/REI-What-If-Guide-Return-to-Work.pdf
https://ohioinsuranceagents.com/wp-content/uploads/2020/05/Voluntary-WFH-Program-1.pdf
https://ohioinsuranceagents.com/wp-content/uploads/2020/04/Senators-BI-Letter.pdf
https://ohioinsuranceagents.com/wp-content/uploads/2020/05/REI-Sample-acknowledgment_of_receipt_for_company_issued_property-REI.pdf
https://ohioinsuranceagents.com/wp-content/uploads/2020/05/REI-Sample-acknowledgment_of_receipt_for_company_issued_property-REI.pdf
https://ohioinsuranceagents.com/wp-content/uploads/2020/05/REI-sample_telecommuting_agreement.pdf
https://www.independentagent.com/ACT/Pages/efficient/Workflow/ACTRemoteWorkAgreement.aspx
https://ohioinsuranceagents.com/wp-content/uploads/2020/05/REI-work_from_home_agreement.pdf
https://ohioinsuranceagents.com/wp-content/uploads/2020/05/REI-telecommuting_checklist.pdf

