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About Me

PhD and MSPH in Public Health

Expert in public health emergencies and 
how to communicate about them with 
the public

Past work on Pandemic flu, Zika, Ebola, 
and Natural disasters

All views expressed are my own and do 
not reflect any institutions for which I am 
affiliated



Overview
• COVID-19 Current Challenges

• The role of communication

• Risk communication principles

• Message

• Messenger

• Medium

• Receiver

• Application

• Q&A Session



COVID-19: Challenges for 
Companies

Differences in policies and science

Changing guidelines and lack of clarity

Needs of staff 

Corporate responsibility

Maintaining company mission and operations



What is the role of communication?

• Effective communication can:

• Prevent/lessen negative outcome of COVID-19

• Protect your site or company from reputational 
harm

• Promote health and safety at your site or company

• Instill organizational confidence

• Limit liability



What is “risk” communication? 

RISK
Something that can negatively impact 

people

Often not wholly understood

Can impact different people differently

Difficult to talk about

COMMUNICATION
Message: what should be said?

Messenger: who should say it? 

Medium: how should it be said?

Receiver: who are you saying it to?



Risk 
Communication 
Principles

1. Be first 
2. Be right
3. Be credible
4. Express empathy 
5. Promote action
6. Show respect



Be first

• Crises are time-sensitive 
• It is ok to acknowledge what you do and don’t know
• Communicating information quickly is crucial
• The first source of information often becomes the preferred 

source

Example: Our company is making changes because of COVID-19, we 
will let you know as soon as we know, what the specifics will be



Be right

• Accuracy establishes credibility

• Say what is known, what is not known, and what 
is being done to fill in the gaps

• Do not over commit to information you are 
unsure about
Example: We will be closing common areas to comply with state 

health orders. We are giving you information as we receive it.



Be credible

• Demonstrate honesty and truthfulness
• Consider a trusted leader who can deliver the 

message 
• Answer questions when they arise 

Example: We currently are not sure when common spaces will 
reopen because we are waiting to hear from the health department.



Express empathy

• Recognize the challenge and disruption to 
personal and professional life

• Addressing what people are feeling, and the 
challenges they face, builds trust and rapport

Example: I know many of you are concerned about this virus and 
have seen the heart breaking stories of those who have lost loved 

ones.



Promote action

• Tell the audience what they can do to help 
themselves and others

• Action helps to promote a sense of control

Example: To protect yourself and your family, wear a mask in 
public places including restrooms and elevators.



Show respect

• Gather audience feedback

• Make communication two-ways

• Questions and concerns are not stupid, they 
are likely coming from a place of confusion

Example: Our human resources coordinator will be available 
to answer your questions.



Aspects of Communication

Message:  what 
should be said?

Messenger:  who 
should say it?

Medium:  how 
should it be 
delivered?

Receiver: who are 
you saying it to?



MESSAGE



What do you want to say?

COMPANY 
POLICY

PERSONAL 
HYGIENE

CHANGING 
PROCEDURE



Crafting a good message

• Follow the principle of “3”
• Maximum of 27 words 

• Delivered in 9 seconds (if spoken)

• Containing no more than 3 succinct messages



Example

Option 1

• Due to COVID-19 shared 
spaces will be closed, we 
will be reducing waste 
pickup to once a week, 
and we are requiring the 
use of masks.

Option 2

• Due to COVID-19 our site 
will no longer be allowing 
the use of shared spaces 
for co-workers, we will be 
reducing waste pickup to 
once a week, and we are 
requiring the use of 
masks when interacting 
with a staff person or 
resident. 

26 words; 9 seconds; 3 messages 43 words; 13 seconds; 3 messages



Message content

• Use the affirmative whenever 
possible
• Words like NO and NOT can be 

easily confused or forgotten in 
moments of stress 

• Example: “keep to yourself” rather 
than “do not go to common areas”



MESSENGER



Who should deliver the message?

TRUST CREDIBILITY FAMILIARITY PROXIMITY



Planning

Establish ahead of time 
who in your organization 
will deliver the message

• Adds speed and 
consistency to your 
communication strategy 

Messengers should vary 
depending on who you 

are communicating with

• Try to match the 
messenger to the 
audience



MEDIUM



How should the message be 
delivered?

Spoken Posted Sent



Deciding on a medium

• Example: if you typically email staff but need to 
urgently communicate, initiate a phone tree

For urgency, go beyond “normal” 
communication channels

• Example: if you begin posting signs at offices, 
then keep the signs up to date

For ongoing communication such 
as to provide continuous updates, 
pick one medium and stick with it

• Provide visual and oral cues to reinforce 
messages in different ways 

For reinforcement, use multiple 
mediums



RECEIVER



Who is getting the message?

EXECUTIVES STAFF OTHER PARTNERS



Principles for engaging receivers

IDENTIFY

IDENTIFY your 
audiences and 
stakeholders

UNDERSTAND

UNDERSTAND their 
biases and beliefs

ACCESS

ACCESS them 
through their 

preferred channels 
and sources

RECOGNIZE & 
RESPOND

RECOGNIZE & 
RESPOND to their 

concerns and 
feedback



Identify the audience

Staff
Messages may relate to:

• Reopening policy

• Interactions with each other

• Personal protections

• Leave policies

• Healthcare benefits

• Changing professional expectations

Other Stakeholders
Messages may relate to:

• Shared office spaces

• Office cleaning

• Reasonable accommodations

• Leasing or contractual issues

• Company liability



Factors that effect how people 
hear a message
• Age 

• Gender

• Languages spoken and read (limited English proficiency)

• Education and reading level 

• Income level 

• Religious beliefs 

• Cultural values, beliefs, and practices 

• Vulnerabilities

• Pre-existing perception of communicator



APPLICATION



Message mapping

A way to plan message, messenger, medium, and audience 

Step 1: Identify the objective of communicating for your organization

- Why are you sharing information in the first place?

Step 2: Identify the intended audience  

- Does everyone need to know this or just particular groups? Staff? Certain teams?

Step 3: Identify the question or concern

- What are you trying to say? 

Step 4: Apply the “rule of 3” to create the message

- How can you say this succinctly and clearly?

Step 5: Back up your message

- What do you need to know to be able to answer people’s questions?



Strategic objective(s):

[Describe the purpose of your message for your organization]

Audience (s): [Describe who you want to get the message to]

Questions or concerns: [The message you want to get across]

Key Message 1 Key Message 2 Key Message 3

Supporting information 1.1 Supporting information 2.1 Supporting information 3.1

Supporting information 1.2 Supporting information 2.2 Supporting information 3.2

Supporting information 1.3 Supporting information 2.3 Supporting information 3.3

Step 1

Step 2

Step 3

Step 4

Step 5



Strategic objective(s):

To protect staff from potentially contracting COVID-19 while at work

Audience (s): Returning personnel

Questions or concerns: What to do when coming back to the office

Key Message 1 Key Message 2 Key Message 3

Wear a mask Maintain physical distance from each other Do not congregate in common aras

Supporting information 1.1 Supporting information 2.1 Supporting information 3.1

Wearing a mask prevents 

you from sharing germs

Germs are limited in how far they can travel Viral spread is linked to time and 

exposure

Supporting information 1.2 Supporting information 2.2 Supporting information 3.2

Masks limit your ability to 

touch your face with your 

bare hands

When there is space between people, viral 

particles have a greater chance of being 

pulled down by gravity

More time spent with someone is a 

greater chance for exposure

Supporting information 1.3 Supporting information 2.3 Supporting information 3.3

Masks should be put on 

and taken off with clean 

hands



Who should be the messenger?

Depends on your organizational structure

• Potentially: Company leader, human resources personnel, office 
manager, team leader

How to decide

• Pick someone who is familiar with staff (trusted)

• Pick someone who speaks their “language” (credible)

• Pick someone familiar with the site (proximity)



What should be the medium?

Consider the urgency 
of the message

• Use oral 
communication if 
urgent

Reinforce the same 
message across 

mediums

• All staff should get 
the same message



REVIEW



• COVID-19 information is constantly changing
• Science and policy on COVID-19 is consistently evolving 
• The need to communicate changing guidance will continue; 

so having a strategy is what matters

• Effective communication can make this challenge more 
manageable
• Ask what do you want to know and why before asking or 

communicating 

• Tools for improving communication:
• Applying best practice principles
• Identifying message, messenger, medium, and receiver
• Planning and using message maps



QUESTIONS
For company specific inquiries 

CONTACT: rpiltchloeb@gmail.com/rpl5@nyu.edu



DISSECTING THE NY 
FORWARD SAFETY PLAN 

TEMPLATE

Andrea L. Goldman, Esq.

July 30, 2020



Education

HR Consultant

Information

• Juris Doctor

• BA Sociology

• COVID-19 RTO Planning

• Board Member NYC SHRM

• Subject to change anytime

• Not related to NYC SHRM

MY BACKGROUND



KEY POINTS TO START

• Before you can create a Safety Plan must know 
Guidances for your type of company (NAICS Code)

• Link for Guidances is at 

https://forward.ny.gov/reopening-new-york-city

• Read and Sign affirmation (takes you to Safety Plan) 
https://forms.ny.gov/s3/ny-forward-affirmation

https://forward.ny.gov/reopening-new-york-city
https://forms.ny.gov/s3/ny-forward-affirmation


MORE KEY POINTS

• May use NYS DOH Safety Plan Template

• Can use your own format but MUST include all parts of NYS 
template 

• Template is a baseline; your office can do more 

• Plan itself does not have to be submitted except for some 
industries; must also be posted and available



4 – PART TEMPLATE

• PEOPLE – About social distancing and how you will do it

• PLACES – Protective equipment, hygiene/cleaning, and

communications

• PROCESS – Screening, contact tracing, and disinfection

• OTHER – Specifics about industry guidance



1. PEOPLE

• Ensure social distancing of 6 ft

• Under 6 ft, wear face covering (varies by industry)

• Limit to 50% capacity in tight spaces (i.e. restroom)

• Signs or markers denoting 6 ft in common areas

• Limit in-person gatherings; use tele/video tools

• Designate pickup/delivery areas to limit contact



2. PLACES

A. Protective Equipment – getting it, cleaning it, replacing 
it (varies by industry)

B. Hygiene and Cleaning – follow guidelines, keep log, 
provide products for use, frequency, approved products 
http://www.dec.ny.gov/docs/materials_minerals_pdf/covi
d19.pdf

C. Communication – signage, info on updating, log

http://www.dec.ny.gov/docs/materials_minerals_pdf/covid19.pdf


2. PLACES (cont’d)

Communication (Positive Case)

• Worker with positive COVID-19 test, employer 
must immediately notify state and local DOH

• Email the NYC Test and Trace Corps at 
CovidEmployerReport@nychhc.org

• Cooperate with contact tracers re notification

• Confidentiality – follow local, state, federal laws



3. PROCESS 

A. Screening – Mandatory staff health screening 
assessment before work each day (also 
essential visitors)

1. Can be done at home or onsite;

2. Can be done by 3rd party service or co. itself

3. Location, PPE of screener, lots of training

4. Confidentiality – federal/state law/HIPAA



3. PROCESS (cont’d)

A. Actual Template Screening Questions – indicate 
pass/fail – store separately (everyone gets screened)

1. COVID-19 symptoms in past 14 days
2. Positive COVID-19 test in past 14 days and/or
3. Close contact with confirmed/suspected case 

past 14 days      
(Responses must be reviewed every day; and review 
must be documented, NYC Conflict as to # of days)



PROCESS (cont’d again!)

B. Cleaning, disinfection, and contact tracing

• Must have a plan to do it when there is a positive case

1. How will you clean and disinfect?

2. What products will you use? (Safety data sheets?)

• How will you trace close contacts (think log)

• How will you inform them?(think who)



4. OTHER

• Additional details about your plan including any info 
to address specific industry guidance

• Check off stay up to date on industry specific 
guidance

• Check NY Forward website at forward.ny.gov, 
applicable Executive Orders at 
governor.ny.gov/executive orders 

• State and Federal Resources for Businesses and 
Entities



ABC Insurance 
Co. Examples



ABC Co. PEOPLE EXAMPLE

List common situations that may not allow 6 ft social 
distancing between individuals. What measures will you 
implement to ensure the safety of your employees? 

All ABC Co. staff meetings of any kind will be held via 
tele/video conferencing. Should an in-person meeting with 
a client be required, it will be held in the conference room 
at our 6 ft conference table with windows ajar to allow for 
air circulation. There will be 1 person on each side of the 
rectangular table. Weather permitting, meetings may be 
held outdoors with proper social distancing. 



ABC Co. PLACE EXAMPLE

What quantity of face coverings – and any other PPE – will 
you need to procure to ensure that you always have a 
sufficient supply on hand for employees and visitors? How 
will you procure these supplies?

ABC Co. has provided 3 fabric logo face coverings to every 
employee at no cost. Disposable face masks have been 
purchased and are always available in the office at no cost. 
Disposable face masks have been purchased from 
Staples.com. The fabric face masks were ordered from 
4imprint.com.



ABC Co. PLACE EXAMPLE

If a worker tests positive for COVID-19, employer 
must notify state and local health departments …..

If an employee tests positive for COVID-19, the 
CHRO of ABC Co. will contact the NYC DOH. 



ABC Co. PROCESS EXAMPLE  

What type(s) of daily health and screening practices 
will you implement… Will it be before or after..

Each morning staff will be asked to complete the 
sample paper NYC screening questionnaire and 
provide to the Director of HR, screener. Assessment 
acknowledgement will be kept in a binder that will 
be disinfected after every use. Assessments will be 
reviewed every day by Director of HR who signs off.  



ABC Co. PROCESS EXAMPLE

In the case of an employee testing positive for 
COVID-19, how will you trace close contacts…

If an employee tests positive, the CHRO will contact 
the NYC DOH. The CHRO will advise staff that there 
was a positive test. Anyone in close contact will be 
asked to work remotely for an “X-day” time period. 
The CHRO will communicate with the NYC DOH for 
further contact tracing instructions. Confidentiality 
will be maintained.



HAVE QUESTIONS ABOUT 
THE NY FORWARD 

TEMPLATE?
INQUIRIES WELCOME

ANDREA L. GOLDMAN, ESQ.

andrealeegoldman@gmail.com
(Information contained in this presentation is not to be interpreted as legal 

advice. Please consult with your legal counsel for actual legal advice.)

mailto:andrealeegoldman@gmail.com


PLANNING FOR THE RETURN 
TO THE WORKPLACE
Various Leave Provisions   

Brian G. Klein, Esq.
Co-Founder, Weinstein + Klein P.C.



OVERVIEW

Relevant laws for COVID-19 leave:
• Families First Coronavirus Response Act 
(FFCRA)
• Family Medical Leave Act (FMLA)
• Americans with Disabilities Act (ADA)
• State and Local Laws

OVERVIEW



FFCRA



FFCRA

• Requires certain employers to provide employees with leave for 
specified reasons related to COVID-19  

• Effective April 1, 2020 – December 31, 2020
• Applies to all employers with fewer than 500 employees
• Administered and enforced by the U.S. Department of Labor’s 
Wage and Hour Division (WHD)

• Provides two types of leave:
• Emergency Paid Sick Leave (EPSL)
• Expanded Family Medical Leave (EFMLA)

FFCRA



FFCRA – EPSL



FFCRA - EPSL
Emergency Paid Sick Leave (EPSL)

• Two weeks (up to 80 hours) of paid sick leave at the employee’s 
regular rate of pay* where the employee is unable to work because the 
employee is quarantined and/or experiencing COVID-19 symptoms and 
seeking a medical diagnosis

• Two weeks (up to 80 hours) of paid sick leave at two-thirds the 
employee’s regular rate of pay* because the employee is unable to work 
because of a bona fide need to care for an individual other than the 
employee (COVID-19 related or child-care related)

FFCRA - EPSL



FFCRA - EPSL
Qualifying Reasons for Leave
1. Subject to a Federal, State, or local quarantine or isolation order related to COVID-19

2. Advised by a health care provider to self-quarantine related to COVID-19

3. Experiencing COVID-19 symptoms and is seeking a medical diagnosis

4. Caring for an individual subject to an order described in (1) or self-quarantine as described 
in (2)

5. Caring for a child whose school or place of care is closed (or child-care provider is 
unavailable) for reasons related to COVID-19, or

6. Experiencing any other substantially-similar condition specified by the Secretary of Health and 
Human Services, in consultation with the Secretaries of Labor and Treasury

FFCRA - EPSL



FFCRA - EPSL
FFCRA - EPSL



FFCRA - EPSL
• Recently, Governors Cuomo (NY), Murphy (NJ), and Lamont (CT) announced 

a joint travel advisory that all individuals traveling from locations with significant 
community spread quarantine for 14 days.

• The New York and Connecticut versions are mandatory quarantines – so no 
question here whether the FFCRA would apply.

• However, the New Jersey version is not mandatory.  

• “In order to prevent additional outbreaks across New Jersey and continue with our 
responsible restart and recovery process, I strongly encourage all individuals arriving from 
these hotspot states to proactively get a COVID-19 test and self-quarantine.”   Gov. Murphy 
(7/21/20)

• Does the FFCRA apply???

FFCRA - EPSL



Subject to a Quarantine or Isolation Order. For the 
purposes of the EPSLA, a quarantine or isolation order 
includes . . . when a Federal, State, or local 
government authority has advised categories of citizens . 
. . to shelter in place, stay at home, isolate, or 
quarantine, causing those categories of Employees to be 
unable to work even though their Employers have work 
for them.

—29 C.F.R. § 826.10



FFCRA - EPSL
• The regulations clearly take a broad view of a “quarantine order” and would likely 

include the NJ travel advisory.

• Be mindful of how this may impact your workforce and personnel, especially with 
employees taking summer vacations.

• Example: Employee A takes a vacation in Miami.  Upon arriving back to N.J., 
if Employee A is unable to telework than Employee A is likely eligible for two 
weeks of paid leave pursuant to the FFCRA. 

• Subject to your company’s policies and applicable law in your jurisdiction, consider 
temporary changes and/or restrictions for paid time off policies.

FFCRA - EPSL



FFCRA – EFMLA



FFCRA - EFMLA
Expanded Family Medical Leave (EFMLA)

• Up to an additional 10 weeks of paid leave (at two-thirds regular rate 
of pay) where an employee is unable to work due to a bona fide need 
for leave to care for a child whose school or child-care provider is 
closed/unavailable for reasons related to COVID-19

• Applies to summer camp closures

• Intermittent use available at employer’s discretion

FFCRA - EFMLA



FMLA



FMLA
Family Medical Leave Act (FMLA)

Employees are eligible to take FMLA leave if they work for a covered 
employer and:
• Have worked for their employer for at least 12 months
• Have at least 1,250 hours of service over the previous 12 months 

and
• Work at a location where at least 50 employees are employed by the 

employer within 75 miles

FMLA



FMLA
Family Medical Leave Act (FMLA)

Eligible employees may take up to a total of 12 weeks of unpaid leave 
in a 12-month period for one or more of these reasons:
• The birth and bonding with a newborn child
• The placement and bonding of a child for adoption or foster care
• To care for an immediate family member with a serious health 

condition
• When the employee is unable to work because of a serious health 

condition, or
• A family member being called for active duty 

FMLA



ADA



ADA
Americans with Disabilities Act

• Applies to employers with 15 or more employees

• Requires employers to provide “reasonable accommodations” to qualified 
individuals

• Generally requires employers to engage in an “interactive process” to 
determine availability of reasonable accommodations

• Common issue is determining whether the requested accommodation 
would place an “undue hardship” on the employer 

ADA



STATE AND LOCAL LAWS



STATE AND LOCAL LAWS
New York Paid Family Leave (NYPFL)

• Provides eligible employees with paid time off to care for a family 
member with a serious health condition 

New York State Emergency Paid Sick Leave (NYEPSL)

• Depending on employer size (1-10, 11-99, 100+ employees), 
provides paid sick leave for eligible employees unable to work due to a 
mandatory or precautionary quarantine order

New York State/City Human Rights Laws (NYSHRL/NYCHRL) 

• Prohibits discrimination because of a disability

STATE AND LOCAL LAWS



























Thank you
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