	Return to On-site Work Email Template #1: General Information

	Subject: Return to Onsite Work Notification 

	[bookmark: _GoBack]Our agency has a duty to provide services for the residents of Prince George’s County and to set an example for those who live and work in our county. As the County Government begins to return to normal operations, we must once again answer the call to lead the way. This email is to inform you that you are scheduled to return to your workplace on [insert date]. 

We want to assure you that we are taking the necessary steps to maintain a safe work environment. 

Scheduling Changes 
[If the employee’s regular tour of duty has changed, or if they have any other scheduling changes, please communicate that here.] 

Accommodations for Returning to Work 
[Insert Agency Name] is committed to returning employees back to the workplace in a safe and efficient manner, while ensuring continuity of services to County residents. 

Employees who wish to request a scheduling accommodation or telework accommodation, due to their own health condition, should contact [insert contact/process]. Employees who wish to request a scheduling or telework accommodation for other reasons (e.g., childcare), should contact their supervisor. All requests will be reviewed on a case by case basis and will be considered in accordance with operational needs. 

If you have any additional questions or concerns, please contact your supervisor. Thank you for your service and your continued cooperation. 

Resources for Returning to Work 
There are a number of resources available at no cost to you through our Employee Assistance Program (EAP) that can help you navigate your return to work. The EAP is provided by Inova and is a free, confidential program that offers services to help you find work-life balance (e.g., child or elder care referrals, convenience services, counseling, legal consultations, etc.) Access to services is available 24 hours a day, 365 days a year. Visit the EAP webpage for details and contact information.

Thank you again for your hard work and dedication and making us Prince George’s Proud. 






