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To prepare businesses and 
employers to implement the new 
safety guidelines and to bring many 
residents back to work, the State of 
Illinois has developed this business 
toolkit complete with signage, training 
checklists, and other resources to 
ensure business and activities are 
conducted in accordance with the 
latest and greatest public health 
recommendations.

Phase 3 guidelines span 10 main 
industry categories. Each set of 
guidelines includes a common set 
of guidelines that are expected and 
encouraged among all employers and 
activity types, as well as workplace 
and program-specific guidelines. 

If you have other specific questions or 
comments about how Phase 3 affects 
your business or employees, please 
feel free to get in touch with DCEO. 

For direct support, contact 
our Business Hotline Monday through 
Friday at 1-800-252-2923, or email at:  
ceo.support@illinois.gov

A Public Health Approach To Safely Reopen Our State
RESTORE ILLINOIS

OFFICESPHASE 3  
BUSINESS TOOLKIT

Business Guidelines Industry Posters (Graphic)
Visual snapshot of key guidelines to print 
and post in public or employee areas.

Read the full guidelines for reopening  
and recommended best practices.

Industry Posters (Text)
Shortened guidelines to share and/or 
print and post in employee areas.

HR AND TRAVEL POLICIES

i. Minimum guidelines
1. All employees should complete health and safety training related to COVID-19 

when initially returning to work. Resources to design a training are posted on the 
DCEO Restore Illinois guidelines website

2. Employers should continue to limit all non-essential business travel

a. If employee must travel, employee should follow CDC considerations to 
protect themselves and others during trip

3. Employees should not report to, or be allowed to remain at, work if sick or 
symptomatic (with cough, shortness of breath or difficulty breathing, fever of 
100.4 degrees or above, chills, muscle pain, headache, sore throat, new loss of 
taste or smell, or other CDC-identified symptoms), and sick or symptomatic 
employees should be encouraged to seek a COVID-19 test at a state or local 
government testing center, healthcare center or other testing locations

ii. Encouraged best practices
1. Provide reasonable accommodation for COVID-19-vulnerable employees, including but not limited to 

work from home (if feasible), reduced contact with others, use of barriers to ensure minimum distance 
between others whenever feasible or other accommodations that reduce chances of exposure 

HEALTH MONITORING

i. Minimum guidelines
1. Employers should make temperature checks available for employees and 

encourage their use.  Employers should post information about the symptoms 
of COVID-19 in order to allow employees to self-assess whether they have any 
symptoms and should consider going home   

2. All employers should have a wellness screening program. Resources outlining 
screening program best practices are posted on the DCEO Restore Illinois website  

a. Employer should conduct in-person screening of employees upon entry into 
workplace to verify no presence of COVID-19 symptoms

b. Employer should also conduct mid-shift screening to verify presence of 
COVID-19 symptoms (in person preferred, though virtually is permitted)

3. If employee does contract COVID-19, they should remain isolated at home for a minimum of 10 days 
after symptom onset and can be released after feverless and feeling well (without fever-reducing 
medication) for at least 72 hours OR has 2 negative COVID-19 tests in a row, with testing done at least 
24 hours apart

4. If an employee is identified as being COVID-19 positive by testing, CDC cleaning and disinfecting should 
be performed as soon after the confirmation of a positive test as practical

5. Where appropriate, notify employees who have been exposed

6. Any employee who has had close contact1 with co-worker or any other person who is diagnosed with 
COVID-19 should quarantine for 14 days after the last/most recent contact with the infectious individual 
and should seek a COVID-19 test at a state or local government testing center, healthcare center 
or other testing locations. All other employees should be on alert for symptoms of fever, cough, or 
shortness of breath and taking temperature if symptoms develop 

1 Close contacts include household contacts, intimate contacts, or contacts within 6-ft. for 15 minutes or longer unless wearing N95 
mask during period of contact.
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This document is applicable to businesses that meet the following criteria:
• Conduct operations from within non-customer-facing office spaces (standalone and within multi-tenant buildings)

i. Examples of businesses operating within offices include (non-exhaustive): legal services, accounting services, 
architectural/engineering design

Uniform guidelines across businesses, industries and nonprofits within the State of Illinois:

GENERAL HEALTH

i. Minimum guidelines
1. All employees who can work from home should continue to do so

2. Employees should wear face coverings over their nose and mouth when 
within 6-ft. of others (cloth masks preferred).  Exceptions may be made where 
accommodations are appropriate – see IDHR’s guidance.

3. Social distance of at least 6-ft. should be maintained between non-household 
individuals unless participating in activities permitted under Phase III guidelines

4. Employer should provide hand washing capability or sanitizer to employees and 
if applicable, customers

5. Frequent hand washing by employees, and an adequate supply of soap/ paper 
towels and/or disinfectant/ hand sanitizer should be available 
 

OFFICES
GUIDELINES

PART OF PHASE 3 OF RESTORE ILLINOIS PLAN   
APPLICABLE TO EACH REGION UPON TRANSITION TO PHASE III   |   ISSUED ON MAY 24, 2020

The Recovery Phase of the Restore Illinois public health approach to reopening the Illinois economy includes returning people to work, 
businesses reopening and group gatherings of 10 or fewer. We must all continue to social distance, frequently wash our hands and cover 
our faces to maintain progress in overcoming COVID-19.
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Wear face 
coverings in 
presence of  
others Maintain 
social distance  
of at least 6-ft.

Keep your desk free 
of personal items  
for easy cleaning 

Disinfect  
workstations  
upon entering  
office & before  
leaving

Use tele- & video-conferencing  
& minimize in-person  
meetings whenever  
possible; if in-person  
meetings are needed,  
limit to 10 people with  
social distancing
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Stagger start 
and end times to 
reduce congestion 
at elevators and on 
public transit
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Limit to 50% of office occupancy and 
encourage telework
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GENERAL HEALTH

1.  Employees must wear face coverings over their nose and mouth 
when in the presence of others

2.  Social distane of at least 6-ft. must be maintained between non-
household individuals

3. Frequent hand washing by employees, and an adequate supply 
of soap, disinfectant, hand sanitizerm and paper towels must 
be available

HR AND TRAVEL POLICIES

1. Employers should continue to limit all non-essential  
business travel
a. If employee must travel, employee should follow CDC 

considerations to protect themselves and others during trip

2. Employees shall not report to, or be allowed to remain at, work 
if sick or symptomatic (with cough, shortness of breath, fever, 
chills, repeated shaking with chills, muscle pain, headache, sore 
throat, and/or new loss of taste or smell)

HEALTH MONITORING

1. Employers with over 250 employees on site must conduct 
pre-shift temperature screenings of each employee; employers 
with fewer than 250 employees on site should conduct pre-shift 
temperature screenings of each employee

2. If employee does contract COVID-19, they must remain 
home until they have had no fever for at least 72 hours, other 
symptoms have improved, and at least 10 days have passed 
since their symptoms first appeared

3. If an employee is identified as being COVID-19 positive by 
testing, CDC cleaning and disinfecting must be performed as 
soon after the confirmation of a positive test as practical

4. Any employee who has had close contact with co-worker or any 
other person who is diagnosed with COVID-19 is required to 
quarantine for 14 days. All other employees should be alert for 
symptoms by watching for fever, cough, or shortness of breath 
and taking temperature if symptoms develop

PHYSICAL WORKSPACE

1. Display signage with social distancing guidelines at entrances, 
in multiple languages as needed

2. Display visual markers 6-ft. apart at any queue points (e.g., 
elevators, building entrances)

3. Limit elevator capacity

4. Encourage employees to remove personal items from desk to 
allow for easier cleaning (clean desk policy)

5. Minimize the use of shared work materials / equipment (e.g., 
copiers, office supplies)

6. If possible, reduce the use of shared papers and encourage use 
of digital tools

DISINFECTING/CLEANING PROCEDURES

1. Cleaning and disinfecting of premises must be conducted in 
compliance with CDC protocols on weekly basis

2. Sanitization of common areas (e.g., restrooms), surfaces in high-
traffic areas (e.g., entry/exit doorknobs, stair railings), locker 
rooms and showers must be completed every 2 hours

3. Workstations must be disinfected by employees upon entering 
office and before leaving for the day, with cleaning products 
provided by tenant

STAFFING AND ATTENDANCE

1. Maximum occupancy of 50% of office seating capacity

2. If multi-tenant building, an employee must be designated 
responsible for monitoring capacity limits in shared building 
areas (e.g., lobby, elevator)

EXTERNAL INTERACTIONS

1. Before allowing entrance, manufacturer must ask if external 
supplier or visitor is exhibiting symptoms
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download guidelines download graphic posters

download text posters

STAY SAFE OUTDOORS

PHASE 3: RECOVERY

6 FT.

KEEP YOUR 
DISTANCE

PHASE 3: RECOVERY

STAY HOME 
AND SAVE  
LIVES

PHASE 3: RECOVERY

NO GROUPS OF MORE 
THAN 10 PEOPLE

PHASE 3: RECOVERY

Need help?  
Visit our website

Social
A series of graphics for you to  
post on your social channels.

visit website

download Facebook social

download Twitter social

Industry Signage
A series of guideline, health and 
directional signage to print and post as 
needed in public or employee areas.

download 8.5 x 11” signage

download 24 x 36” signage

Introduction Letter,  
Dr. Ezike, IDPH
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JB Pritzker, Governor Ngozi O. Ezike, MD, Director 

 
 
 
 
 
 

 

Greetings Business Owner, 

I thank you for taking the time to read these important guidelines and strategies as we create a safe working 

environment for you, your staff, and your patrons. If followed properly, this guidance will allow for a smooth 

transition into Phase 3 of the Restore Illinois plan and keep us on track for more re-openings. The Illinois 

Department of Public Health and Illinois Department of Commerce & Economic Opportunity wanted to prepare 

businesses and employers for a new normal in Illinois with an extensive Phase 3 Digital Toolkit. 

Social distancing, wearing face coverings, and capacity limits are just a few of the responsible actions we must 

all take in order to avoid a second wave of COVID-19 infections. Please utilize this toolkit to its full potential, 

the posters, checklists, and signage are keys to keeping businesses open and individuals employed.  

I applaud your willingness to follow these guidelines and keep your communities safe.  Please set the example 

as an anchor in your community. The actions we take today will shape the future of Illinois for years to come.  

We must not let up.  We are in this fight together. 

 

Sincerely, 

 

Ngozi O. Ezike, MD 

Director 

Illinois Department of Public Health 

download letter

download businesses

download employee

download wellness

PHYSICAL WORKSPACE
 ☐ Display signage with social distancing and other 

guidelines at points of entry, queue points, etc. 

 ☐ Reconfigure workspaces and activities to allow 
for social distancing between employees/
customers

 ☐ Close ancillary accommodations, if applicable 
(e.g. water fountains, clubhouses, waiting rooms)

 ☐ Hand sanitizer at entrances, elevators, common 
areas, etc., if required

 ☐ Designated supervised area for any participant 
who exhibits COVID-19 symptoms 

GENERAL HEALTH
 ☐ Face coverings for employees to wear when in 

the presence of others

 ☐ Practice and reinforce hand washing and/or 
sanitizer regularly among employees  
(and customers, if applicable)

 ☐ Adequate supply of soap, disinfectant, hand 
sanitizer, and paper towels 

HR & TRAVEL POLICIES
 ☐ Develop and conduct mandatory health and safety training for all employees returning to work

What steps can I take to keep workers 
and others safe at the workplace. 
Use this checklist to help you prepare to  
reopen and adhere to day-to-day best practices.

CHECKLIST  
FOR BUSINESSES

PART OF PHASE 3 OF RESTORE ILLINOIS PLAN
The Recovery Phase of the Restore Illinois public health approach to reopening the Illinois economy includes returning people to work, 
businesses reopening and group gatherings of 10 or fewer. We must all continue to social distance, frequently wash our hands and cover 
our faces to maintain progress in overcoming COVID-19.

PHASE 3: RECOVERY

HOW TO KEEP YOUR CUSTOMERS 
& EMPLOYEES SAFE IN PHASE 3
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Checklists for Businesses,  
Employee Training and  
Wellness Screening 
Complete these before you reopen.

https://dceocovid19resources.com/assets/Restore-Illinois/businessguidelines3/offices.pdf
https://dceocovid19resources.com/assets/Restore-Illinois/postergraphics3/offices.pdf
https://dceocovid19resources.com/assets/Restore-Illinois/postertext3/offices.pdf
https://www.Illinois.gov/businessguidelines
https://dceocovid19resources.com/assets/Restore-Illinois/socialmedia3/facebook.pdf
https://dceocovid19resources.com/assets/Restore-Illinois/socialmedia3/twitter.pdf
https://dceocovid19resources.com/assets/Restore-Illinois/signage3/8.5x11.pdf
https://dceocovid19resources.com/assets/Restore-Illinois/signage3/poster24x36.pdf
https://dceocovid19resources.com/assets/Restore-Illinois/DrEzikeLetter.pdf
https://dceocovid19resources.com/assets/Restore-Illinois/checklists3/businesses.pdf
https://dceocovid19resources.com/assets/Restore-Illinois/checklists3/employeetraining.pdf
https://dceocovid19resources.com/assets/Restore-Illinois/checklists3/screening.pdf

