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Dear Senior Leader,

I know that you and your organization worked hard to help your employees make the shift to remote work. And 
now, you’re facing an entirely different challenge—charting a re-entry to the workplace for some or all of your 
people. Each organization faces unique challenges navigating  government guidelines, local factors, and 
individual role differences, with some being essential while others can remain remote. What are some steps you 
can take to set your organization up for success as you manage this transition?

We’ve found that keeping a pulse on employee feelings about safety and preparedness plays a critical role in 
creating a successful return-to-the-workplace plan. It will help you address employee concerns and 
expectations about topics ranging from  personal safety to long-term work flexibility.

Based on our experience we know that adopting a few core people-centric habits can make a big difference in 
helping organizations understand and respond effectively to employee needs:

● Frequently gather employee feedback on critical topics
● Equip managers with insights that help them address concerns
● Have regular team and one-on-one conversations
● Check in on goals to prioritize work and time
● Learn from input in a way that improves organizational and individual success

I’m pleased to share this toolkit to help your organization develop a strategic and people-centric approach to 
returning to the workplace. I hope you and your team find it informative and helpful.  

And I’d love to hear what you think. Please message me if you have questions, would like to learn more, or want 
to connect with others who are working through these same challenges. 

Justin Black
Head of Glint People Science at LinkedIn

An estimated 16 million US knowledge workers started working remotely within a 
few weeks of the World Health Organization declaring Covid-19 a pandemic.
Organizations and employees are now thinking about what will happen when offices and workplaces re-open.
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https://www.linkedin.com/in/justin-black-a0a3005/


An HR Leader’s Playbook:
Return to the Workplace

In the rapid shift away from traditional workplaces you and your HR 
team had to quickly ensure your employees felt safe, connected, and 
supported.

Now, as you face returning to the workplace, your employees will be looking to you to understand 
and address their needs and concerns.

3

Habit 1
Get Feedback and Insights

Habit 2
Have Conversations

Habit 3
Set Effective Goals

Habit 4
Encourage Learning and Growth

Stay connected, understand, and 
respond to employee needs

Here are a few high-impact practices that you 
can adopt today.

● Frequently gather employee feedback on 
critical topics

● Equip managers with insights that help them 
address concerns

● Have regular team and one-on-one 
conversations to ensure people can adapt 
effectively to change

● Check in on goals to prioritize work and time
● Provide resources to help people make sense 

of this change in work
● Learn from input in a way that improves 

organizational and individual success

This transition can be very stressful for 
employees, so it’s critical to check in with 
them along the way. We know that a few core 
habits go a long way to help you understand 
their needs and respond effectively:

AN HR LEADER’S PLAYBOOK:  RETURN TO THE WORKPLACE



Habit 1

Get Feedback and Insights
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Gathering employee feedback is critical to creating a return-to-the-workplace approach that’s right for 
your organization. While no two organizations are the same, there are a few fundamental questions that 
every organization should consider in designing an employee feedback program that helps them 
effectively create and monitor their return-to-the-workplace strategy. Let’s take a look.

When should we survey?
Frequency of employee pulse surveys depends on an organization’s strategy for collecting and 
responding to feedback, factoring in the changing circumstances related to COVID-19. Consider 
surveying prior to opening the workplace to inform planning as well as a few weeks after employees have 
returned to the workplace to make adjustments that will aid in longer-term success. Items related to 
returning to the workplace can be part of a short, regular pulse (Glint recommends monthly pulsing 
during times of significant change). After that, return to a regular pulsing cadence to continue to monitor 
and respond to employee needs (Glint recommends quarterly pulsing during more stable times).
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What should we ask?
Deploying a short pulse survey to your employees can uncover practical advice to make their return 
to the workplace safe and effective. If you’re already pulsing or just starting, consider asking these 
questions in preparation for returning to the workplace.

Well-being How are you doing? *

Support I feel well supported by my company at this time.*

Communications My company is doing a good job communicating with employees. *

Manager Support I can get the support I need from my manager right now. *

Return Concern
(Pre-Return)

What is your biggest concern as it relates to returning to the workplace?
Choose up to two options. Skip if you are currently in the workplace:
a.) staying healthy and safe in the workplace 
b.) safely commuting to work 
c.) the need to still care for children or family members 
d.) managing my workload 
e.) I would prefer to continue working from home
f.) I have no concerns, I’m ready to be back in the workplace
g.) other

Ideal Work Setting
(Pre-Return, only applicable to work that 
can be done remotely)

Once restrictions on businesses and schools are lifted and your workplace is safe to reopen, 
what is your ideal work setting?
a.) Work primarily at the workplace
b.) Work primarily at home
c.) Flex between the workplace and home

Open-Ended
(Pre-Return)

What’s most important to you as you think about returning to the workplace? (Skip if you are 
currently in the workplace.)

* Unless noted otherwise, we suggest you ask each item on a 5pt scale, with 1 being “Strongly Disagree” and 5 being “Strongly Agree.”. For question one, you can ask it on 
a 5pt scale from “Not at all well” to “Very well”.



Glint strongly recommends allowing employees to leave free-form comments. This will help ensure 
you’re capturing their true feelings and give them the opportunity to suggest solutions. With artificial 
intelligence available today, even ten of thousands of employee comments can be quickly 
summarized and categorized into actionable insights.

Who should see results?
The goal is for everyone in the organization to feel ownership of pulse results, and that starts with 
sharing employee feedback immediately and openly. Company-level results can be shared with 
executive leadership and corporate teams, such as HR, IT, facilities, and security to ensure that 
appropriate plans are in place to facilitate a safe return to the workplace for employees. Managers can 
discuss team-level results to ensure people feel a level of control over their situation as new solutions 
are developed—for example, determining how to distribute days in the office amongst the team. 
Glint’s findings to date reveal highly localized employee needs, suggesting that getting pulse results 
into the hands of managers right away is more important than ever.

Habit 2

Have Conversations
Regular check-in’s—team and one-on-one —are the best way to facilitate action based on pulse 
insights—they build trust, ensure effective prioritization, surface roadblocks, and prompt ongoing 
action. Regular one-on-one meetings are an important practice in advance of and throughout the 
transition back to the workplace to ensure that individual needs are being addressed. For a set of 
suggested questions, please see the conversation guide in this toolkit.

Return to the Workplace 
Conversation Resources

Conversation Guide for Managers
Glint

Turn Feedback Into Action
Infographic, Glint

Survey Results Conversation Guide
Manager Toolkit, Glint
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https://www.glintinc.com/wp-content/uploads/2019/10/TurnFeedbackIntoAction_Glint.pdf
https://www.glintinc.com/wp-content/uploads/2020/04/COVID-19_Manager-Toolkit-_glint-1.pdf


Habit 3

Set Goals Effectively
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As employees return to the workplace, consider what changes will occur to goals and priorities. How 
will modifications to work schedules, business priorities, or other parts of the organization impact an 
individual’s priorities?

Employees returning to the workplace will likely need additional support in determining how to best 
spend their time, where to focus, and what to prioritize. It’s important to include a discussion of goals 
in one-on-one and team conversations—especially as priorities shift during a time of transition. 
Helping employees identify a single, top priority will help them focus and make decisions on critical 
activities that contribute to organizational priorities.
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Discuss goals to: Adapt to modified work schedules

Understand shifting business priorities

Provide employee with guide on how to spend their time, and where to focus

Identify a single, top priority



Return to Workplace Learning 
Resources

A collection of free learning resources to 
help you and your organization build skills to 
support the return to the workplace.

The Back to Work Playbook
Josh Bersin

What it takes to go back to work
A LinkedIn Roundup

5 Changes to Expect in the 
Workplace After Covid-19
Fast Company

Managing Flexible Work 
Arrangements
SHRM
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Habit 4

Encourage Learning and Growth

With new demands, a new working environment, and new goals come new opportunities to learn. A 
regular conversation habit gives people a chance to discuss learning opportunities relative to 
business priorities on an ongoing basis. Employees will encounter new situations as they return to the 
workplace, requiring new skills and capabilities. Dispersed teams, shifting business priorities, and new 
protocols are all a part of the changing world of work and offer them the opportunity to rethink 
relevant skills and reflect on what meaningful work looks like. 

When faced with a new challenge, employees look to the organization and culture to help guide 
behavior. For the organization to move forward, it’s important for leaders to model, promote, and 
make time for professional growth. In any new work situation, we must give people a chance to take 
stock of what new skills they need and to plan how to acquire them. Learning and growth will look 
different for each employee.

https://joshbersin.com/2020/04/the-back-to-work-playbook-its-being-written-now/
https://www.linkedin.com/feed/news/what-it-takes-to-go-back-to-work-4537075/
https://www.fastcompany.com/90496811/5-changes-to-expect-in-the-workplace-after-covid-19
https://www.shrm.org/resourcesandtools/tools-and-samples/toolkits/pages/managingflexibleworkarrangements.aspx


Get Started

Actions to Support Returning to the Workplace
Here are some specific actions to support a people-centric approach to returning to the workplace. 
We’ve organized it by level of the organization. Because every organization is different, start where it 
makes the most sense for your situation.

Organization Communicate transparently about your strategy to re-open the workplace.

Understand the larger themes employees are expressing about returning to the 
workplace and tailor plans to support them.
For example, increase downward communications and let employees know you’ll be seeking their feedback 
regularly throughout the transition to provide assistance.

Help managers understand that they should focus more on the meaningful impact 
of work rather than time in the office. Empower them with flexible work 
arrangements as appropriate given the needs of the individual and the 
organization.

Manager Know your company's policies and procedures around returning to the workplace.

Ask each person what you or the team can do to help them.

Be aware and support the different responses employees will have to returning to 
work—some may be eager to get back into their routine, some may be fearful 
about health concerns, others will be dealing with family care challenges.

Make a commitment to one action you can take and follow up. Check in regularly 
to see what’s working or needs adjusting.

Encourage teammates to support one another. Role model self-care to signal its 
importance.

Employee Share your perspective on what would make it easier for you to return to the 
workplace.

Surface ideas that can help the organization and your team be more successful 
during the transition.

If things are going smoothly for your return, check in with teammates regularly to 
offer compassion and support.
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Connect, Share, Grow

Connect with your peers and Glint’s People Science experts to share challenges, ask questions, and swap 
experiences in our LinkedIn Group: People Success Forum: Navigating Challenging Times Together
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A conversation guide for managers 
and employees
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Conversation Prep
Before you connect with one of your team members, check in with yourself. Are you okay? Are you in 
the right physical and mental condition to have a conversation right now? Are you able to be present? 
If not, it might be best to reschedule. We are all facing this together and your team will understand if 
you need to shift the time. If you are ready to have the conversation, make sure you are clear on the 
most pressing priorities for your team. Aside from support, the most critical need for most employees 
is understanding how to prioritize the time they are able to commit to work.

Tips for a Successful Conversation

Listen more than you speak to create space for your employees to share their individual 
experience

Show empathy and share your own challenges and experience, when appropriate. It is OK to 
say “I don’t know”! If solutions are beyond your ability to help as their manager, connect them 
to HR and/or employee assistance resources.

If meeting virtually, try to be on camera and avoid distractions

Stay on top of communication from leadership to stay aligned with messaging and share 
relevant resources

We are facing unprecedented times in both our personal and professional lives. This guide is 
designed to help you connect with your team members through a high-quality conversation. 

As best you can, make sure everyone leaves the conversation with a clear idea of how to prioritize 
time, which priorities need to shift, and when you’ll have the next check-in.
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1 How are you doing?

2 Before returning to the workplace
What is on your mind as you think about returning to the workplace? When do you think you’ll feel comfortable 
returning to the workplace?

3 After returning to the workplace
How are you doing with the adjustments in returning to the workplace? What's one thing I or the team can do to 
make things easier for you?

4 What other support or resources do you need to help you be successful during this time?

5 What are the most impactful things for you to spend your time on right now? What work can be deprioritized or 
delayed?

6 What support or resources do you need to help you be successful during this time? How else can I support you?

Post Conversation
After your conversation, make sure to document any action items. In order to encourage good follow 
up, try to identify at least one action you can take before your next conversation. It could even be 
something small like adding the next conversation to the calendar. Small actions are more likely to 
get done and build to larger change.

CONVERSATION GUIDE

Questions to Ask in Your Next 1:1 Conversation




