Return to Work Assessment
Template (Covid-19)

Pre-built Alchemer Templates are available at the Collaborator license level and up.

During these trying times and the
transition back into normal
workflows, it is important to ensure
employees who are returning to

work in public spaces are doing so
responsibly and safely. Alchemer is here to assist in this transitory time to provide users with a
custom solution to do so cautiously at no additional cost!

The Return to Work Assessment Template provides employers a streamlined way to limit risk of
returning to normal business operations. This quick assessment that is filled out each day by
employees assists in certifying whether or not one should return to the office on a given day or

week.

Disclaimer: This template has been provided by Alchemer in response to customer requests.
This template does not replace any public policy decisions or remote working decisions that
you as an employer must take to comply with any federal laws or local ordinances. Nothing
herein is intended to constitute legal advice, please consult your Legal Counsel and/or
Compliance team regarding any further required compliance with applicable laws and/or

regulations.

Create a Survey using the Return To Work
Assessment Template

Creating a survey from a template incorporates the template's build tab. Reports and
Tracking Links are not copied from the template.

1. Click the Create Survey button from the home page/dashboard in the top left.

2. On the create survey screen, select the option to Use a Template. From the Which Template
would you like to use menu, select the dropdown menu Employee and choose the Return To

Work Assessment Template:



O Blank Survey What would you like to name this Survey?
© Use a Template Example: 2020 Product research

O Copy a Survey

O Import from Word

Which template would you like to use?

COVID-19 Return to Work Assessment
Share this short COVID-19 assessment with employees
to guide them s to whether or not they should return to
the office on that day. This survey can be completed
daily, and can be configured by employd
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Employee Benefits Satisfaction

Staying abreast of employee satisfaction with company
offered benefits can be a cumbersome task. Use this
pre-built survey template to help you stay on top of this
project and get the information that you need.
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Employee Connection Pulse

Stay connected to your virtualized workforce by using
this survey template to quickly gain insight into how
equipped and supported your employees feel to work
productively in a virtual environment.
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Use a Template

The survey utilizing this template is created and one is brought to the Builder Page including the full
out of the box build for the survey:

Buld  Style Test Share Resuts = Tools v

Page 1: Return to Work Assessment [[E) Shwiew 7 + B ®

Prease review the CDC guidelines befure campieting the assessment beiow.

CDC GUIDELINES FOR CORONAVIRUS SYMPTOMS

Watch for syratoms
Peopie with COVID-19 have had 3 wide range of symaitoms reported - ranging from mild symptoms to severs iliness.

Symptoms sy appear 2-14 days after exposure to the vinus. People with these symptoms or combinations of syirptoms may have COVID-19.

- Cough
« Shortness of breath o difficulty braathing

O at east two of these symptoms:
» Fever
= Chills
= Repaated shaking with chils

= New loss of taste or smeil

“This st is ot allinclusive. Please consult your medicol provider for any other symptoms that are severs or concerming 10 you.
For the latest information piease isit the COC wesite.

S e View Condtons =

1. Please enter your email address *

[ teontacsirermairy

2. Have you displayed any of the symptoms as defined by the €DC guidelines listed above in the last 7 days? *
Yes
No

3. Have you been exposed to anybody that has been diagnosed with COVID-19 or been exposed to anybody that displays the symptoms as defined by the
CDC guidelines listed above in the last 7 days? * & Move

This pre-built template is available for immediate use or can be configured with additional
functionality and features. Below are several tips and best practices for utilizing this template.

Survey Distribution

A Survey is distributed using either the Primary Link or an Email Campaign:

1. Sharing the survey via the Primary Link allows one to post the survey to an employee website as
well as share on various platforms accessible to one's team. This generic link is available to

anyone who has the link.



2. an Email Campaign allows users to schedule emails containing unique links to quickly and
effectively distribute the COVID-19 Return to Work Assessment.

When using an Email Campaign, one is able to pre-populate the email field question using
Contact Fields. Follow the aforementioned link for more information on how to do this when
setting up the assessment!

Reports and Response Tracking
There are several methods available to track and report on responses when using the COVID-19
Return to Work Assessment to ensure workplace safety:

1. Viewing Responses Daily

a. Via an export (Results > Exports) one is able to filter responses by a specific date:

Return To Work Assessment U.S. General Seftings Filter  Share W Need Help?

precnl ) Response Status

New Export to CSV/Excel - 30 April 20

Only show responses collected between

Export Complete Filter Quarantined Responses

), 2020 11:35 2 # Remove Responses Flagged a5 Quarantined

Filter By Response IDs Exclude Response |IDs

Tig: In general, CSV and XLS will open in Excel. Depending on you
By IP Address

Remove duplicate responses by IP Address

By Campaign

Link

Hidden Link

Report an responses matching these rules:

Via the Share tab by using the Distribution link, users can share a link to the excel file with
various stakeholders in an organization. Clicking the aforementioned link begins the
download of the export on the device accessing it. To ensure that the link contains the most
recent data available, Alchemer recommends appending the following URL variable to the
end of the link:

b. Via a Standard Report (Results > Reports), Select the Date dropdown menu, and select the
preferred Date filter. In this case select Today:



This report is filtered View conditions v

Report for Return to Work e 25, 2620 -1, ,
Report Options
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2 AllTime 4 Move
Relative Date Range A x Delete
+ Insert

One can also apply various filters to view respondents who answer the assessment in various
ways.

2. Viewing Aggregate Responses using a Standard report. When a standard report is created, all
responses collected are included in the dataset by default. Follow the above link for more
information on utilizing a Standard Report. Some common ways to filter on this solution is to
filter on the question, "Have you displayed any of the symptoms as defined by the CDC
guidelines listed above in the last 7 days?

Filter ~

Report for Return to Work Vay 4, 2020 .
: # Rport Options
Queston Answers Assessment U.S. ® Bk eat
Q2. Have you displayed any of the sy % + Insert
Response Counts
s one of e folowing anowers
Completion Rate ook N . Gy
v Yes Y Filter
“ compice EXB
Totals: 20 % Delete

3. Using a Send Email Action to swiftly send an email to someone in the organization for responses
tracking.

a. Add a Send Email Action to the Thank You page to email stakeholders as necessary:



Thank You Page: Thank You. [ZE3) ogic  Advanced W Need Help?

Audience ™ Responses are marked as compléte when they reach this pag  Name

Design Libeary

4 This question has display logic
From Name fuman resource
Research Library rom Name

Toview the logic behind each Thank You message click on Quick fils: Me | Survey Taker

Integrations From Address oreply

_— m " Reply To
- This question has display logic oty

Support Center Thank you for completing the assessment. You may come int To

Quick fi

A This question has dispiay logic Subject

Please do not come

| Send Email Action

# Automatically generat

To conditionally send email actions based on how a respondent answers the Assessment,
Check out our documentation on using Logic to Send Different Email Notifications. Email

Action user guide.

One can loop in a respondents Manager by asking respondents an additional question to
provide their Manager's Emaill Use a Merge Code to dynamically pull and populate a
Manager's Email in the Send Email Action. Follow the link above for more information on
Merge Codes.

Additional Resources

e Style Your Survey and Projects

e Build a Custom Theme to fit your Brand
® Report Themes

e Send Your Survey Via Email

e Share, Email, and Schedule a Report

e (Creating Contact Lists

e Pre-populate a Survey Using an Email Campaign
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