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Foreword
The COVID-19 pandemic has changed everyday life and the way we work – possibly forever. We
no longer take good health for granted and, as employers, must do our best to ensure that the
physical and mental health of our employees is protected to the best of our ability. This includes
a wide range of actions, from reducing the risk of infection in the workplace to taking positive
steps to promote good physical and mental health among staff.
As many companies – large and small – all around the region begin welcoming their employees
back to the workplace, AXA Asia has compiled this easy-to-read and practical guide as a template
for any company to use and adapt for their own purpose. We hope it will help ease both the
physical and mental efforts of employees as they move back into permanent working from their
normal workplace after a prolonged time working from home due to COVID-19. We believe that
many of the techniques we learned while working from home are equally useful as we transition
back to the workplace. Ensuring the comfort and safety of returning workers, however, is the
overriding principle governing these recommendations.
This is the sister guide to our publication, “Supporting Mental Health of Employees During and
Beyond COVID-19 - A Toolkit for Business Leaders and Managers”, co-produced by AXA Asia and
Columbia University World Health Organization (WHO) Centre for Global Mental Health.
We are proud to have developed both guides as we know this is a critical stage for any company.
As we say in our other guide, doing this carefully and sensibly is good for everyone in your
organisation, and good for business both during and beyond this pandemic.
We welcome your feedback and input; we want to make this transition easier for everyone.

Gordon Watson
CEO of AXA Asia

Copyright ©2020 AXA Asia. All rights reserved.

Peck Yeow Gan
Human Resources Director of AXA Asia
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What will the
Transition Back to the
Workplace Look Like?
There is no short answer; it will be different for each community. As we’ve all seen, both the timeline and the severity
of COVID-19 have varied by location, and so will our return
to the workplace and the oft-named

‘New Normal’
Unknowns will persist – we can’t say for sure if recovery is
the same as immunity.
We understand employees will find themselves in a moment
of uncertainty, with more questions than answers. This
stress and anxiety can take a toll on anyone.

Copyright ©2020 AXA Asia. All rights reserved.
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1.

Your people are priority one

2.

Times of crisis stoke fear and anxiety, but
reassuring employees that you’re taking
proactive steps to protect their well-being will
help provide reassurance and a sense of
security. Continually updating staff on new
measures as they’re introduced, from deep
cleaning in the workplace to travel guidance.
This provides a stable base necessary for them
to then be able to support customers and
contribute to the wider community.

3.

A health emergency is also a
mental health emergency
The current situation has upended daily
routines, and everyone is juggling work and
home pressures alongside concerns for the
health and safety of themselves and their
families. Having to process a constant stream of
changes and new information can accelerate
burnout, so be mindful of mental health – for
example, consider setting up an Employee
Assistance Program to provide a 24/7
confidential counselling hotline for those who
need support.

5.

Continue to recognise diversity
Now more than ever it has been important to
create an inclusive workplace culture. This
drives performance, and requires us to ensure
our policies put our values and principles into
practice.

Copyright ©2020 AXA Asia. All rights reserved.

Connect
regularly
communicate clearly

and

The situation changes rapidly. Each day can
bring new government measures to respond to
and new considerations that need to be taken
into account. Keeping your crisis management
team in place to digest the latest developments,
especially when dealing with operations across
multiple countries, with clear roles to handle
follow-up actions, will be a great help. Once
you’ve aligned on your approach, you can
confidently communicate a consistent message
through regular updates to staff.

4.

The path to recovery is not a
straight line
The success of effective prevention measures
can make it feel as though the situation has
eased, but we have already seen how the
current pandemic can ebb and flow. Remind
everyone of the importance of continued
precautions, even as the peak passes, and
continue to review your own business continuity
plans to brainstorm scenarios so that you are
prepared for further developments.

6.

Don’t forget the good news
During these times, ensure you continue to
celebrate the positive where possible. From
marking someone’s birthday to sharing
customer testimonials, these moments enable
everyone to come together, help strengthen
morale and provide some measure of normality.

P.05
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SECTION ONE

Office Management
1.

Handwashing
The first step for everyone is good hand washing hygiene. Research shows that the
COVID-19 spreads via droplets from an infected person. Medical experts say that
spending time focusing on personal hygiene such as frequent handwashing
will help to reduce the risk of getting infected.
Follow these five steps every time.
1. Wet your hands with clean, running water (warm or cold),
turn off the tap, and apply soap.
2. Lather your hands by rubbing them together with
the soap. Lather the backs of your hands, between
your fingers, and under your nails.
3. Scrub your hands for at least 20 seconds.
4. Rinse your hands well under clean,
running water.
5. Dry your hands using a clean towel
or air dry them.
You can make handwashing fun. Here are some catchy songs, specifically the choruses, that you can sing to ensure
you are washing your hands for the adequate time:
• “We Are Young” by Fun
• “Love on Top” by Beyoncé
• “No Scrubs” by TLC
• “I Will Survive” by Gloria Gaynor
• “Take me home, Country Road” by John Denver
This is a great opportunity to practice good hand-washing etiquette with your children. Select from this list of all-time
favourite children’s songs:
• Mary Had a Little Lamb
• If You're Happy and You Know It Clap your Hands
• The Wheels on the Bus
• The Alphabet Song
To remind yourself to wash your hands for at least 20 seconds - which is the length of time recommended by doctors
- why not have a handwashing poster created for you by choosing from the list of songs available at
https://washyourlyrics.com/.

Copyright ©2020 AXA Asia. All rights reserved.
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2.

Regular Disinfection of Common Areas

If your office has already undergone ‘deep disinfection’ because
someone came into contact – however indirectly – with COVID-19,
then you will be familiar, to an extreme, with workplace hygiene. Most
offices are still routinely disinfecting common areas and often-touched
items, such as doorknobs and lift buttons every two hours.
However, if returning to a workplace, the proximity of people within open floor
plan offices, kitchens, retail stores and production lines creates ongoing risks for
employees and businesses.
We recommend the following:
• Provide enhanced cleaning and disinfection of high frequency touchpoints.
• Provide signage with key messages related to physical distancing and hygiene throughout common areas.
• Permanently deploy hand sanitizer stations throughout common areas.
• Permanently deploy specialized waste disposal receptacles and signage for used Personal Protective Equipment
(PPE), particularly at transition points such as entries/exits, elevator bays, food courts, and washrooms.

3.

The Socially-Distanced Workspace
You may find on return to work that your physical office space
has been restructured, and your desk or workstation has
been moved further apart.
This physical restructuring has taken place so you
and your colleagues can be at work at the same
time, yet still maintain a safe social distance for
a little while longer, while your health
department determines that the virus is
contained.
Some companies may have been operating on a shift system for several months, and this may continue. Hopefully,
this will not last more than a few weeks or months and life can return to – relative - near normal soon.

Copyright ©2020 AXA Asia.
HongAll
Kong.
rights
Allreserved.
rights reserved.
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4.

Split Team Working Arrangements
Some companies have adopted or will adopt split team working
arrangements. Employees are split into two or three teams.
Only one team will be allowed to work in the office at a time,
alternating the schedule.
The split team working arrangement is done in
order to limit the number of individuals in the
office at one time and to ensure that you are
able to contain the spread of disease in the
event someone were to become ill .
If you operate this system, please refrain from meeting colleagues on the opposite team of yours outside of the
office. If it is not feasible for you to refrain from meeting an individual from the other team outside of the office,
please let your manager or HR know immediately.
If you have frequent guests (internal or external) who come to the workplace, they will also be subject to the split
working arrangement.

5.

Wearing Masks to Reduce Virus Spread

John Hopkins Center for Health Security - Public Health
Principles for a Phased Reopening During COVID-19: Guidance for
Governors – advises the use of nonsurgical masks by workers
returning to their workplace. This will reduce the chance of those
people transmitting the virus to their co-workers.

Copyright ©2020 AXA Asia.
HongAll
Kong.
rights
Allreserved.
rights reserved.
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6.

Travel and Self-Quarantine
Most companies will have rules for travel and self-isolation. Here are
some of the typical rules:
• Follow travel bans as instructed by your local government.
• All travel (business and personal) must be disclosed via the travel
declaration forms to be submitted to HR and their manager.
• If applicable, all employees returning from any high-risk
countries must adhere to a 14-day self-quarantine period
before returning to the office.
• All employees who have been in contact with any
positive COVID-19 case, or who has been in
contact with someone showing COVID-19
related symptoms must disclose this to their
functional head and HR and adhere to a
14-day self-quarantine period before
returning to the workplace.

7.

Try to Keep as Much of the Workspace and
Operations Familiar
When considering all the elements in this section, and as
we transition to this new phase, we’d like to suggest your
goal be to provide employees with experiences that
are safe, convenient and, above all, FAMILIAR. If
Being a Leader, Whatever your
desks need to be moved around, please try to
Job-Title
leave some areas stationary, such as
gathering areas or even as simple as where
Visible leadership was vital during the outbreak in
the fridge is still kept. Employees will be
your
community, and remains important in providing
looking for the items which have not
comfort and direction to returning employees. It does not
changed, and take into their hearts
matter
what our job-title says, we can begin and continue
those objects or processes
with compassion.
which are already familiar to

8.

them.

Copyright ©2020 AXA Asia. All rights reserved.

As has been true throughout this pandemic, leaders exist everywhere.
We can become role-models for everyone at work. For example, openly
use hand sanitizer at frequent intervals; wear a mask when joining a
meeting; wipe your own desk with hand sanitizer after use for example.
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SECTION TWO

Physical Health
Looking after physical health remains as important as ever.

Creating a New Routine for Your Working Day

Make a plan

Have a designated workspace

Try to structure your day so you can be 100%
focused while at work, yet fully disengage when it’s
time to switch off. Start work at normal hours. Take
breaks as you used to do, to get a drink or a snack.
Schedule lunchtime and open the windows (in
non-sealed environments) to let in as much
daylight and fresh air as possible. And then clock
off at the right time for you.

One of the biggest challenges when we are working
at home is keeping work and personal lives
separate. The same can be said for when we are
back in the office. We need to be able to mentally at
least, open and close our ‘office’ each working day.
This may mean simply spreading a sheet or blanket
over your workspace, so you can’t look at it during
leisure time.

Healthy meals

Maintain contact with colleagues

1 2
3 4

Remember when you were young, and your mum
or dad or guardian sent you to school with a
nutritious packed lunch? Well, not every day.
Nowadays, we tend to rush out to buy a sandwich
or a bowl of noodles to eat quickly. The lessons we
learned when working from home stand us well
now. Preparing a tasty meal in advance – maybe
cooking-up a whole batch at once – can pay
dividends. The act of preparing and eating meal –
even a simple one – can bring great comfort.

Copyright ©2020 AXA Asia. All rights reserved.

Social interaction with colleagues did not stop
during the outbreak. In today’s world, we are
fortunate to have plenty of ways to maintain
contact with colleagues based in multiple
locations. We can keep it up – checking-in to
ensure they are OK.
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Exercising When Back at Work
In the same way that we discovered exercises we could do at home, here are ten easy exercises you can do in your
workplace, recommended by https://snacknation.com/blog/office-exercises/

Upper Body

1.

Triceps Dips
To do this move, you’ll need a stationary (not
wheeled!) chair. Sit at the front of the chair, with
both hands facing forward. Place palms flat on
chair, bend your elbows straight back, and lower
yourself straight down several inches, keeping
your back as close to the chair as possible. Then
straighten your arms to rise back to start.
Complete 20 dips.

2.

Arm Pulses
These work your triceps and help stretch out
your shoulders. Stand up at your desk with arms
by your sides and palms facing behind. Pulse the
arms backward for 20 seconds, keeping arms as
long and straight as possible.

3.

Arm Circles
This move gives new meaning to the term “circle
back.” Stand with feet shoulder-width apart,
arms extended straight out to sides at shoulder
height. Move your arms in a small backward
circle. Do 20 times in this direction, switch
directions, and repeat.

Copyright ©2020 AXA Asia. All rights reserved.
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4.

Desk Push-Ups
First things first: Make sure your desk is sturdy enough to
support your bodyweight! Then, take a few steps back, so
you can place your hands flat on your desk, a little wider
than shoulder-width. Lower yourself down toward your
desk, keeping your core tight. Then push back up until
arms are straight but not locked. Try to do 20 reps.

5.

Wall Push-Ups
Here’s a modified version of the desk version. Stand a few
steps from a wall and lean toward it, placing your hands flat
and wider than your shoulders. Lower yourself down toward
the wall, keeping your abs tight to maintain a straight line
from your head to your toes, then push back up until your
arms are straight (but not locked). Complete 20 reps.

Lower Body

6.

Chair Squats
These are useful exercises which can be done at any time,
between meetings, on a call, any time. All you have to do is
stand up from your chair, lower your body back down,
stopping right before you sit back down. (Keep your weight
in your heels to work those glutes). Then stand back up
again. Repeat 10 times.

7.

Standing Rear Pulses
Holding the edge of your desk for support, bend one leg
behind you, flexing the foot. Raise your heel up a few inches,
then release slightly and press your foot directly back
behind you. Continue to alternate between lifting your heel
up, then pressing it back. Do 20 to 30 reps, then switch sides.

Copyright ©2020 AXA Asia.
HongAll
Kong.
rights
Allreserved.
rights reserved.
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8.

Pretend to use a skipping rope
Hop on both feet at once – or alternate if you
need to modify. You can up the intensity by
moving your arms as if you were holding a rope.

9.

Calf Raises
Stand up behind your chair and hold on for
support. Raise your heels off the floor until you
are standing on your toes. Slowly lower yourself
back to the floor. Do 3 sets of 10.

10.

Wall Sits
Slide your back down a wall until your hips are
at the same level as your knees and your knees
are together at 90-degree angles. Maintain the
position for 30 to 60 seconds, then release. Aim
for 15 reps.

Exercise with Liverpool FC Home Skills Videos
https://www.facebook.com/LiverpoolFC/videos/545345273047662
https://www.facebook.com/67920382572/videos/791909034548281
https://www.facebook.com/67920382572/videos/236986270981705
https://www.facebook.com/67920382572/videos/221405942619168

Copyright ©2020 AXA Asia. All rights reserved.
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SECTION THREE

Mental Health
1.

Creating Shared Value
AXA Hong Kong is part of the new ‘Creating Shared Value’ network in Hong Kong, committed to good mental well
and reducing stigma on mental health topics.
In an increasingly complex and competitive environment, we recognise the need to build resilience and relevance
in the community. Shared value is defined as policies and practices that enhance the competitiveness of
companies while improving social and environmental conditions where they operate. It is a business strategy
focused on companies creating measurable economic benefit by identifying and addressing social problems that
intersect with their business.
Through working with the Hong Kong Shared Value Network, AXA discovered that prior COVID-19, one in three
professional service employees experienced mental health issues while employed.
Thus, beginning in 2019, AXA Hong Kong began three initiatives to support mental health in the workplace:
1. Hosted a full week of events known as the AXA Mental Well-being Week, that included lunch seminars on
topics such as mindfulness, coaching and digital learnings through apps.
2. Collected a series of data on participant’s response to the various activities made available.
3. Post-COVID-19, we plan to roll out digital mental well-being training to all line managers as a compulsory
module, as follows:

2.

Online and Self-Help Tools
Through Creating Shared Value, AXA has identified the following digital tools that can support individuals and
groups in managing their mental health:

Mental Health Guru
mental health guru can help your organisation to appropriately manage mental
health issues and reduce associated productivity losses. mental health guru can
help your organisation to address these issues through:
• Decreasing stigma
• Increasing knowledge
• Improving help-seeking
• Improving management of mental health problems within the workplace
Click here for more information: https://mhguru.com.au/

Copyright ©2020 AXA Asia. All rights reserved.
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Mood Gym
moodgym is like an interactive self-help book which helps you to learn and
practice skills which can help to prevent and manage symptoms of depression
and anxiety.
moodgym consists of five interactive modules which are completed in order.
• Exercises and quizzes
As you progress through moodgym, you will be asked to answer questions
about your feelings and thoughts. moodgym will then provide useful feedback
about your results.
For many of the exercises it is up to you whether or not you complete them
(although of course moodgym encourages you to complete all of them!).
However, some quizzes must be completed before you can move on to the
next part of moodgym.
• Summaries
At the end of each module, a summary of your results for that module is
available and can be printed out. These can also be accessed from your
Workbook.
• Workbook
In the moodgym Workbook you'll find all of the exercises and quizzes that you
encounter throughout the program.
Click here for more information: https://moodgym.com.au/

Smiling Mind
Smiling Mind is a unique web and app-based program developed by
psychologists and educators to help bring balance to people's lives. Smiling Mind
is a 100% not-for-profit organisation that works to make mindfulness meditation
accessible to all. Designed initially for young adults, Smiling Mind has branched
out into a workplace program that can be delivered face-to-face or online and
either on a short-term or long-term basis. Smiling Mind offers a range of
programs covering general workplace culture and even specific workshops on
mindful leadership and its application in your business.
Click here for more information: https://www.smilingmind.com.au/

Copyright ©2020 AXA Asia.
HongAll
Kong.
rights
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rights reserved.
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SECTION FOUR

Practical Resources
Returning to the workplace could be both a time of joy and fear. Employees will naturally carry their stress into the
workplace that was created when at home, when social distancing or if in lockdown.
This stress, fear and grief could be caused by the loss of a loved one, fear of infection, fear of losing their job, current
financial loss, and juggling work commitments with family and friend commitments.

1.

Five Online Resources That May Help
Reduce Stress
Being back in a workspace can be equally as stressful as
being forced to stay home. It is more important than ever to
care for your physical and mental well-being. Here are five
wellness apps that will help you overcome stress and
anxiety while finding positivity as you transition into your
working day.

Calm

Reflectly

For those who find meditation too difficult, you
may find this the perfect alternative to
achieving mindfulness. Reflectly enables you to
be more attuned with your thoughts and
emotions by asking simple questions about
your day and how you felt.
Go Website

Breathe2Relax

It’s well documented that breathing exercises
help to reduce the body’s "fight-or-flight" stress
response, and help with mood stabilisation,
anger control, and anxiety management.
Breathe2Relax provides detailed information
on the effects of stress on the body and
instructions and practice exercises to help you
learn the stress management skill called
"diaphragmatic breathing".
Go Website

Whether your personal goal is to improve focus,
build self-esteem or even achieve better sleep,
Calm eases your mind with guided meditation,
videos on mindfulness – all while listening to
soothing sounds of nature. The app also
features sleep stories voiced by famous
celebrities – Do try this at home …
Go Website

Happify

How you feel, matters. Whether you're feeling
stressed, anxious, depressed, or you're dealing
with constant negative thoughts, Happify
brings you practical tools to take control of your
emotional well-being.
Go Website

Headspace

Meditation made simple with guided
meditations suitable for all levels from
Headspace. Meditation can help improve your
focus, exercise mindful awareness, relieve
anxiety and reduce stress. Start with its free
Take10 programme, and you'll learn the basics
of meditation in just 10 minutes a day.
Go Website

Copyright ©2020 AXA Asia. All rights reserved.
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2.

Mindfulness Exercises
In these still uncertain times, we all search for information that gives us reassurance about the future. However,
while it’s normal to check the news or social media feeds, it can become unhealthy if you find yourself constantly
looking at your screen.
This is where mindfulness techniques help. By bringing our consciousness into the present and focusing on
aspects of life where we can be positive and grateful, we can reduce our anxiety and bring calm to our minds.

Here are three easy exercises to do at work,
when it all becomes a little too much.

1 minute

2 minutes

3 minutes

of breathing

of gratitude

of listening

Sit on a chair. Breathe in and out,
counting to six. Breath in from your
nose and out through your mouth.
Focus on your breath; the sound and
feeling of air as it moves up your
nose and into your lungs, as well as
the rise and fall of your chest. Allow
your thoughts to fade as you listen
only to your body.

Sit somewhere quiet and think of the
things that have happened in your
day for which you are grateful. Maybe
the cup of tea drank this morning,
the taste, and the sensation? Or you
could look out your window at the
view, the distant fields, or the design
of the buildings. We all have different
tastes, but you can probably find a
small aspect to enjoy. Consider the
smallest detail and how it was
formed by nature or man.

This is something we’ve all done. Do
you love music? Do you love the
spoken word? Find a tune or story
and listen to it intently, as you have
never done before. Think about the
sounds as they become louder and
softer. Consider the different voices,
instruments, or people. Become
immersed, hearing each aspect
consciously without judgement.

Copyright ©2020 AXA Asia. All rights reserved.
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3.

Podcasts to Begin – or Close - Your Day
As you transition back to a working environment,
you may find you miss the silence or noise of you
home. We know you were inundated with
recommendations a few weeks ago. But
perhaps it’s time to look at that list again.
From informative shows that keep
you up-to-date on news to
uplifting comedy here are five
of our favourite podcasts
that will start (or close
your day) on the right
note.

Click to play

Coronavirus: Fact vs Fiction
with Dr Sanjay Gupta

Adult

Click to play

BBC Radio 4 Quiz

Click to play

The BBC’s perennial and super-polite
quiz shows – including the Round
Britain Quiz, Counterpoint, Brain of
Britain, and My Generation - for all the
family.

Click to play

Jimmy Kimmel Life
Jimmy Kimmel Live!” features a
diverse line-up of guests that includes
celebrities, athletes, musical acts,
comedians and human-interest
subjects, along with comedy bits and
a house band

Click to play

The School of Greatness
Author and former pro athlete Lewis
Howes hosts this podcast meant to
inspire, uplift, and help you reach
greatness in many aspects of your
life.
Copyright ©2020 AXA Asia. All rights reserved.

Click to play

Home Cooking

The Brendon Show
Brendon Burchard is the author,
motivational
speaker,
and
personal-development coach behind
The Brendon Show. The podcast is
ad-free and offers advice on how to
excel in all areas of your life.

Helmed by CNN’s chief medical
correspondent, Dr Gupta speaks to
medical providers, listeners, and
fellow correspondents about the hard
facts that we are all facing, as well as
the impact on our lives – all but in an
extremely digestible way. Bite-sized
and genuine nuggets information
which makes it an easy listen when
you’re brewing your morning tea or
coffee.

Chef Samin Nosrat and co-host
Hrishikesh Hirway field questions
about what to cook with your pantry
finds. Listeners all over the world
share interesting quarantine stories
so you know you’re not entirely
alone in this journey.

Click to play

The Daily Show with Trevor
Noah
Fronted by Emmy- and Peabody
Award-winning Trevor Noah, this
podcast series tackles the biggest
stories in news, politics, pop culture
and of course developments around
the pandemic albeit with a wicked
twist.
P.18
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Kids and Teens:
Dr. Sanjay Gupta also partners with Sesame Street to explain the ABC's of coronavirus in a town hall for parents and kids.
You can watch all five episodes here.

Click to play

Curious With Josh Peck
Josh Peck, the one-time star of Drake
& Josh, delves into topics that are of
interest to him. He also interviews
guest stars, including YouTuber Jason
Nash and Parks & Rec star Nick
Swardson.

Click to play

MentalMusic
This is a podcast made for and by
teens, focusing on mental health.
Episodes focus on topics like
insomnia, how sound affects
everyday.

Click to play

Dear Hank and John
Real brothers and vloggers John
Green (a young adult novelist) and
Hank Green (a YouTuber) co-host a
light-hearted advice podcast where
they answer questions on everything
from random thoughts to deep,
emotional topics. The advice they
give out is mostly good and always
entertaining. Their easy camaraderie
and self-deprecating charm make
you feel like you're in on their inside
jokes (of which there are many).

Click to play

Click to play

Stuff You Missed in History
Class
Little-known history comes alive
three times a week in this
fascinating, comprehensive podcast
from the people at HowStuffWorks.
You don't need to be a history buff to
get hooked, but if you're not, you
might become one after a few
episodes. With a focus on weird
events, overlooked stories, and
underrepresented groups, this
popular series is educational, too.

Radiolab
Click to play

Science Friday
Regularly one of the most popular
science podcasts out there, "SciFri"
(as it's known to its fans) has been
informing and entertaining listeners
for more than 20 years. For curious
science lovers who want to learn
about the latest discoveries, Ira
Flatow's weekly discussions with
experts and listeners are a
must-listen.
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This Peabody award-winning radio
series/podcast delivers scientific
ideas in a creative, innovative way.
The episodes are a joy to listen to,
with a great deal of emphasis put on
sound design in addition to the hosts'
clever banter. Some episodes feature
strong language, but overall this is a
great choice for mature listeners.
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SECTION FIVE

Frequently Asked Questions
Q1 Have we flattened the curve yet?

Delay outbreak
peak

Daily number
of cases

Reduction in peak
of outbreak

Scientists and health professionals are still talking a
lot about ‘flattening the curve’. What does that mean
and how can you help?

Cases without
protective measures

The idea is to slow the spread of a virus so fewer
people need to seek treatment at the same time; if
Cases with
you are looking at a graph, the peak is smaller. Many
protective measures
communities implemented social distancing or
Time since first case
complete lockdowns during the outbreak to keep the
number of people affected at any one time as low as
possible. A slower infection rate flattened the curve and reduced stress on healthcare systems, with fewer hospital visits
on any given day, and no fever-sick people being turned away.
Healthcare system capacity

As there is currently no vaccine or specific treatment for COVID-19, the only way to flatten the curve is through collective
action. If we continue to consciously reduce physical interaction with each other now, a during the early days, we can
continue to limit the spread of the virus.
Being back in the workspace does not mean we can relax. But we hope you will recognise it as a sign of hope for the
present and the future.

Q 2 How do I look after my mask?
Your HR department will be able to tell you if you still need
or are recommended to wear a face mask. They can be
effective in preventing the spread of disease when used in
combination with frequent hand-cleaning with an
alcohol-based hand rub or soap and water.
If you wear a mask:
• Before putting on your mask, clean your hands with an
alcohol-based hand rub or soap and water.
• Cover your mouth and nose with mask and make sure there are no gaps between your face and the mask.
• Avoid touching the mask while using it; if you do, clean your hands.
• Replace the mask with a new one as soon as it is damp and do not re-use single-use masks.
• To remove the mask: take it off from behind (do not touch the front); discard it immediately in a closed bin; clean
your hands.
CDC recommends wearing cloth face coverings to save surgical masks for health workers. You can use coverings
fashioned from household items such as cotton fabric and t-shirts, or wear a bandana. They should be routinely
washed after use.
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Q 3 What if I’m supposed to be back in the

workplace, but my kids (and parents) are
still at home?

It’s never been easy juggling work with personal
commitments, and this will not go away. COVID-19 has been
indiscriminate. Do tell your boss or HR manager about your
personal situation if you are in difficulty. In these times more
than ever, we hope they will understand your concerns and
do their best to help you manage the situation.
You may find your employer can offer you flexibility, such as
coming into your workplace only in the morning or afternoon.
Even varying the time of arrival or departure can be of huge
benefit in avoiding rush hour.

Q4 What is the role of telehealth in returning

to the workplace?

Over the past few months, companies have been discovering
the very best of technology and online resources. The same
can be said for health technology, particularly telehealth,
which became more important during difficult times, as part
of the battle to support people as they dealt with social
distancing, lock-downs and isolation.
If you are back in the workplace, you can still use telehealth. If
you are worried about your physical or mental health, your
employer may be able to give you access to this important
service.

Q5 Why is a smile better rather than a hug?
We learnt new ways of expressing ourselves during the
spread of COVID-19. With governments still encouraging
citizens to avoid non-essential, close personal contact, hugs
and kisses are still not the right thing to do in public.
So, how do you greet someone at work, without shaking their
hand, or offering them a hug?
• You can join your own hands together and shake them.
• You can wave one of your hands in a gesture of good will.
• In some cultures, it’s long been a custom to put your own
palms together and bow slightly.
• A smile never fails – if wearing a mask, you can always tell
the other person you are smiling.
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CONCLUSION

Every Little Action Helps
We close this guide by posing a question to us all - how can we all help our local communities and, in doing so, help the
world recover from COVID-19? We can’t all be medics, transportation drivers and IT experts. But we have other skills –
physical and mental.
Volunteer professional or amateur skills. We can volunteer to help organisations with their day-to-day work, so they can
concentrate on making the world healthy again.
Share the money. Maybe you used to do all your food shopping in one supermarket? Now we can consciously shop in
three or four places, dividing our spending among different retailers, small and large – so everyone can benefit. This
applies equally to office or work supplies as it does to our personal budgets.
These ideas aren’t new, and they’re certainly not scientifically tested, but they “feel” right. So, they have a third benefit,
making us feel healthy in spirit.
Data Cited in this Guide
More than 1 in 3 professional service employees in Hong Kong experienced mental ill health while in employment (slide 4) http://www.cmhahk.org/wp-content/uploads/2019/05/20190125-Mental-health-in-the-workplace_EN_WEB.pdf
3 Major Gaps in Mental Health Support at Work (slide 5) http://www.cmhahk.org/wp- content/uploads/2019/05/20190125-Mental-health-in-the-workplace_EN_WEB.pdf

Online Resources Mentioned in this Guide
Handwashing Lyrics
Washyourlyrics
Exercising at Work
Snacknation Office Exercise
Liverpool FC Exercises
https://www.facebook.com/LiverpoolFC/videos/545345273047662/
https://www.facebook.com/67920382572/videos/791909034548281
https://www.facebook.com/67920382572/videos/236986270981705
https://www.facebook.com/67920382572/videos/221405942619168
Mental Health Apps
Breathe2Relax
Calm
Happify
Headspace
Mind Guru
Mood Gym
Reflectly
Smiling Mind
Podcasts
The Brendon Show
BBC Radio 4 Quiz
Coronavirus: Fact vs Fiction with Dr Sanjay Gupta
Curious With Josh Peck
The Daily Show with Trevor Noah
Dear Hank and John
Home Cooking
Jimmy Kimmel Life
MentalMusic
Radiolab
The School of Greatness
Science Friday
Stuff You Missed in History Class
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Other Useful Health and Leadership Resources
Anxiety
Coping With COVID-19 Anxiety: Frequently Asked Questions (Source: Columbia University)
Mental Health and Coping During COVID-19 (Source: CDC)
Coronavirus Anxiety: Coping with Stress, Fear, and Worry (Source: Help Guide)

Burnout
Avoiding Burnout (Source: MindTools)
Burnout Response (Source: Workplace Strategies for Mental Health)
Preventing Burnout Among Healthcare Employees During Past Pandemics (Source: Psychiatric Services)

Child Care and Parenting
Advice for Caregivers of Children with Disabilities in the Era of COVID-19 (Source: APA)
Tips for Parents on Coping with COVID (Source: Columbia Psychiatry)
Top 10 guidelines on How to Help Children Navigate COVID-19 (Source: UCLA Health)

Fear, Worry, and Stress
Coronavirus Anxiety: Coping with Stress, Fear, and Worry (Source: Help Guide)
Employees: How to Cope with Job Stress and Build Resilience During the COVID-19 Pandemic (Source: CDC)

Financial Concerns and Job Security
How to Navigate the Financial Stress of COVID-19 (Source: Psychology Today)

Infection Fears
Coping with Coronavirus: Managing Stress, Fear, and Anxiety (Source: NIH)
Coping with Outbreak Stress (Source: CDC)

Media Overload
Social Distance from Social Media: 6 Practical Tips for Surviving COVID-19 Information Overload (MassBio)
Preventing Information Overload in the “Always On” Workplace (Source: Sodexo)
Communication Technology Tips for Staying Fully Charged (Source: Sodexo)

Physical Wellness & Stress Management
Simple Desk Exercises (Source: Posture People)

Resilience
Building Your Resilience (Source: APA)

Supportive Leadership
Lead with Empathy During the COVID-19 Crisis (Source: The Conversation)
How Leaders Can Maximize Trust and Minimize Stress During the COVID-19 Pandemic (Source: APA)
The Heart of Resilient Leadership: Responding to COVID-19 (Source: Deloitte)
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