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Sax LLP – COVID-19, Return to Office Guidelines  

The health and safety of our team members is of the utmost importance to the firm. We want to ensure 
you that the firm is monitoring the rapidly changing situation. We are taking a comprehensive approach to 
planning, including travel guidance, precautions to prevent the spread of illness, tips on keeping our offices 
clean, flexibility reminders, client service guidance, and business continuity. We have implemented all 
safety guidelines as suggested by the CDC. 

IN THE OFFICE 

Before going into the office, you will need to reserve your space within 24 hours of your arrival through 
the Skedda Reservation System.  You will receive an immediate confirmation email from Skedda, then at 
7am on the day of your reservation you will receive the Health Questionnaire link via email which will 
need to be completed PRIOR to coming to the office. 

Please respect the occupancy guidelines for all shared spaces in the office.  

Face Mask/Covering: 

Sax will not require fully vaccinated* team members to wear a mask in the office.  Team 
members who are not fully vaccinated will need to wear a mask and practice social distancing. 
If you have been vaccinated, or once you become fully vaccinated, it is required by our firm 
that you complete the Vaccine Reporting form and submit to Sharon Bleibtreu. 

Please comply with all office building requirements.   
 
Additionally, if any of our team members would like to continue wearing masks, they of course 
may do so, and everyone should respect that choice.  We will be updating our protocols, which 
you should consult and can be found on SharePoint. 
 
Masks/coverings are effective for protection only if they are handled, worn, stored and disposed of properly.  

• Before coming into the office, you must complete a Health Screening Questionnaire. 
 

Client Meetings and Client Office Visits: 

As a Firm we want to reduce the risk of exposure to all. We are allowing client meetings to take place in 
our office. If a client is visiting our office, please notify Human Resources. All individuals must complete a 
health screening questionnaire prior to coming into the office. While they are in the office masks must be 
worn if the visitor(s) is not fully vaccinated and social distancing must take place.  
  
If you are visiting a client location, you must take all PPE and social distancing precautions, follow all Sax 
LLP guidelines as well as follow any guidelines that the client has established for their employees and 
vendors. If anyone is not comfortable with the client’s office arrangements, please contact HR and the 
Partner to discuss the situation.  
 

What should I do if I have COVID-19 symptoms?  

If you have any of the symptoms of COVID-19 (fever; chills; repeated shaking with chills; muscle pain; 
body aches; headache; sore throat; cough; new loss of taste or smell), contact your medical provider and 
stay home. If you are unable to work from home, be sure to adhere to the following notification process 
that has been established. 
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Procedure for calling in sick due to an illness:  Given the current circumstances, in order to consider 
the health and safety of our team members who are working on site, any Team Member who is going to 
be out of work due to an illness should contact Sharon Bleibtreu, HR, of the absence.  HR will follow the 
CDC’s guidance (below), as well as the guidance of the employee’s healthcare provider.  

If you develop symptoms while at work, distance yourself from others immediately and notify your 
supervisor. If you develop symptoms or find out that you tested positive for COVID-19 while you are at 
work, we will follow the CDC’s guidelines that have been established for these situations:  

CDC recommends that people who appear to have acute respiratory illness symptoms (i.e. cough, 
shortness of breath) upon arrival to work or become sick during the day should be separated from other 
employees and be sent home immediately.  

Per the Centers for Disease Control (CDC) guidance:  If you develop emergency warning signs for COVID-
19, get medical attention immediately. Additional guidance from the CDC regarding symptoms, which 
includes an online Coronavirus Self-Checker resource, can be found at 
https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html 

 

What will happen if I test positive for COVID-19?    

If you are diagnosed with COVID-19, do not report to work.  Immediately notify HR regarding your health 
status and that you will be unable to work.  HR will inform the necessary individuals of the absence and 
can also help you to understand your options for paid leave, Family and Medical Leave (FMLA), and/or 
disability benefits.    

We will ask any affected employees to provide a list of employees or other business-related third parties 
with whom the affected employee came in to “close contact” over the previous 14 days. The CDC defines 
“close contact” as being within approximately 6 feet of someone with COVID-19 for at least 15 minutes, or 
having direct contact with infectious secretions from someone with a COVID-19 case (e.g., being coughed 
on). 

If an employee is confirmed to have COVID-19, Sax will follow the CDC requirements and inform fellow 
employees of their possible exposure to COVID-19 in the workplace but will maintain confidentiality as 
required by the Americans with Disabilities Act (ADA). Employees exposed to a co-worker with confirmed 
COVID-19 should refer to CDC guidance for how to conduct a risk assessment of their potential exposure.  

In the event that an employee working onsite has tested positive for the COVID-19 virus, Sax will follow 
the CDC guidance regarding cleaning and disinfection after persons confirmed to have COVID-19 have 
been in the facility. 
 
What should I do if I find out that I am quarantined due to exposure to COVID-19?   

Team Members who are well/have no symptoms but who have a sick family member at home with COVID-
19 should notify HR and refer to CDC guidance for how to conduct a risk assessment of their potential 
exposure.  Work from home option will continue as necessary and communication must remain the same 
as it would be if you were in the office.  

If you or a family member become infected or quarantined and you must stay home, how will you 
be paid?  

If you are unable to work, you may be eligible for statutory paid and/or unpaid leave of absence, under the 
New York or New Jersey Paid Family Leave, FMLA, or disability benefits.   

https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html
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Sax will follow all government mandates regarding paid time off and other required benefits that may be 
implemented as a result of the COVID-19 pandemic.  

How can you find out if you are eligible for federal or state government paid leave that has been 
made available?  

Information about the New Jersey and New York State paid sick leave can be found at 
https://paidfamilyleave.nj.gov/covid19 and 

https://paidfamilyleave.ny.gov/covid19 

Please contact Human Resources for additional information regarding the paid leave process if you feel 
that you may qualify.  

How is Sax addressing people coming back from an illness?    

For those returning to work who have had confirmed COVID-19 status, we will follow government 
recommendations per the CDC guidance, including to requiring employees to provide the firm with medical 
documentation which certifies that an employee may return to work safely. 

IMPORTANT INFORMATION:  

Returning to work after an illness:  Before returning to work after any illness of any length of time (even if 
calling in sick for only one day) all Team Members must follow the same process and contact HR for 
consultation on their ability to return to work.  

If an employee has personal travel plans, what should he or she do?  

We advise Team Members to disclose travel plans outside of the United States to HR.  Please note, based 
on federal and state guidance/restrictions for travel to and from certain areas, you may be required to self-
quarantine and may not be allowed to work in the office for up to 14 days upon return from any travel. If 
an individual cannot work from home during their quarantine, the individual will need to use their PTO. 

New Jersey: 

- All international travel must quarantine for 10 days. 
 

New York: 

- Domestic and International asymptomatic travelers no longer need to quarantine after entering New 
York from another U.S State or U.S. Territory. The NYS Department of Health still recommends 
quarantine after domestic travel as an added precaution. Sax requires unvaccinated employees 
returning from domestic travel self-quarantine for 10 days. 

- International travelers who are fully vaccinated who have not recovered from COVID-19 in the 
past 3 months are required to get tested 3-5 days after arrival in New York. Unvaccinated 
international travelers who have not recovered from COVID-19 in the past 3 months are required 
to get tested 3-5 days after arrival in New York, consider a non-mandated self-quarantine (7 days 
if tested on day 3-5, otherwise 10 days), and avoid contact with people at higher risk for severe 
disease for 14 days, regardless of test result.  

  

 

 

 

 

https://paidfamilyleave.nj.gov/covid19
https://paidfamilyleave.ny.gov/covid19
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The best way to prevent the spread of any illness is to practice good health hygiene: 

1. Wash hands frequently with soap and water for at least 20 seconds—scrubbing the front 
and back of your hands, fingers and under each nail. If soap and water is not available, use 
alcohol-based hand sanitizer with at least 60% alcohol. 

2. Wear Masks/Face coverings 
3. Shield coughs and sneezes with a tissue, elbow or shoulder (not the bare hands) when not 

wearing a mask. 
4. Stay home if you or a family member are sick—do not come into the office or report to a 

client site.  
5. Practice social distancing by maintaining 6 feet distance from others, no handshaking or using 

other employees’ office and mobile, phones, computers, desk areas, etc. 
6. If you become sick, seek medical care immediately. It is advisable to call your doctor, 

emergency room or urgent care center before you arrive and tell the doctor about your 
symptoms and any recent travel. 

7. Extra tissues, wipes and hand sanitizers have been placed in the offices. We recommend 
frequent cleaning and wiping down of surfaces at the beginning and end of each day—
especially your desk spaces and conference rooms—to help prevent the spread of germs. 

8. A Team Member with symptoms of acute respiratory illness, or any other illness involving a 
fever of 100.1° F or greater, are required to notify Human Resources and stay home until he 
or she is free of fever and free of other symptoms for at least 72 hours, without the use of 
fever-reducing or other symptom-altering medicines (e.g. cough suppressants). 

 

* In general, people are considered fully vaccinated:  

• 2 weeks after their second dose in a 2-dose series, such as the Pfizer or Moderna vaccines, or 
• 2 weeks after a single-dose vaccine, such as Johnson & Johnson’s Janssen vaccine 

If you don’t meet these requirements, regardless of your age, you are NOT fully vaccinated. Keep taking 
all precautions until you are fully vaccinated. 

 

https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/prevention.html

