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employees safe during unprecedented times
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Introduction
During this time of national emergency, we want to reassure you that Advisor Group’s
Executive Leadership Team, our BCP teams and the HR team continue to closely
monitor this evolving coronavirus pandemic, and evaluate actions as needed to ensure
the safety of all our employees. We are well-positioned to welcome new hires to the
team in a remote/work from home setting and have successfully on-boarded dozens
of new hires over the last several months, including two executives.
As you consider AG as your next employer, we want you to know how we are keeping
our employees safe while we return to the office following a measured approach. This
Return to Office Summary is intended to provide you an overview of the phased
approach we are taking to returning to work to safely over time. Employee health and
safety is AG’s number one priority.
As you review this document, feel free to reach out to your recruiter to address any
specific concerns you may have.

Jeffrey Green
SVP, HR & Acting CHRO

Leigh McCluskey
SVP, Talent Acquisition

Guiding Principles
Employee health and safety are paramount
Central framework for AG with local modifications where needed
Based on expert guidance and best practices from recognized experts
Measured, contemplated and purposeful approach to return to office
Considers personal health concerns that impact ability and willingness to return
Considerations for employees with elder care and childcare responsibilities
Recognition that full return to work will occur on a longer time horizon
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Current Status
We are open for business. Advisor Group remains open and available
at all business units to meet the needs of our customers, fulfill our
regulatory commitments, and to continue critical internal operations
and initiatives. Indeed, with the market volatility accompanying this
pandemic, our services are needed more than ever.

Many employees are currently working from home. Employees are
expected to work closely with functional managers and supervisors to
ensure that essential business operations continue. At this time, many of
our employees are currently working from home. Many of our offices are
open at limited capacity for voluntary return to the office. Employees are
making the decision that is right for them to either continue to work
form home or to return to the office at limited capacity.

We recognize special circumstances. Should you have an
extraordinary issue that may impact your work, e.g., childcare, elder
care, personal exposure to the coronavirus, or care of a family member,
managers are prepared to help apply proper consideration.

Our health insurance & EAP is ready to support you. Our health
benefit administrators and EAP program stand ready to support the
physical and emotional needs of our employees and will be made
available to you on your date of hire.

We have options available to you if you become sick. Our time off
includes Paid Sick Time (PST) and Paid Time Off (PTO) provisions for
taking care of yourself, or an ill family member. We have temporarily
removed the 90-day provision for new hires to take PST – you will have
immediate access to Paid Sick Time if needed. All employees are also
covered from the first date of employment by AG’s short-term
disability policy for illnesses lasting more than 3 days.

3

Careers.AdvisorGroup.com

Phased Approach
AG will return to the office in phases, as listed below. Note that each location will move
from one phase to the next on a varied timeline based on location-specific
considerations, local government guidance and case numbers. As of October, most of our
sites are in Phase 1.
The decision for a location to move to the next phase is carefully determined by the
enterprise BCP team in coordination with Human Resources and local leadership.
AG's return to office strategy is a ramp-up approach, beginning with 25% capacity and
increasing occupancy to 50% in Phase 2, with full capacity in Phase 3.

Return to Office Preparation
Local BCP teams and leaders are
working to implement guidance
provided by AG to ensure a safe
working environment.

Phase 1
Voluntary Return to Office
Employees return to the office on a
voluntary-basis with capacity limited
to 25% of building and/or floor
occupancy.

Phase 2
Formal Return to Office
Most employees return to office
with initial maximum capacity of
50% (with rotating groups).

Employees included in the
vulnerable population
(including those with serious
underlying health conditions) are
not required to return to the
office during phases 1 and 2.
In phase 3, vulnerable employees
will work with our benefits
provider to certify medical
necessity to work from home.

Phase 3
Most Employees Return to Office
Requirement for all employees to
return to work with the exception of
vulnerable populations.
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Employee Responsibilities
Employees play an important role in maintaining a safe and healthy workplace. AG is providing hand sanitizer as
well as sanitizer spray with paper towels in all common areas of AG offices. Employees are expected to keep
their workplace clean and sanitary by wiping down surfaces regularly after use, specially those that are touched
frequently.
Sick employees will be sent home i.e. those who are sick or are showing symptoms of COVID (fever, cough,
shortness of breath or difficulty breathing, fatigue, muscle or body aches, headache, new loss of taste or smell,
sore throat, congestion or runny nose, nausea or vomiting, or diarrhea). Sick time can be used if too ill to work.

Common Areas

Wear a face covering when in
common areas and when
moving around the office
Wipe down common items
between uses (printers,
coffee machines, vending
machines)
Wipe down surfaces after
using a conference room

Social Distancing
& Face Coverings

Maintain at least 6 feet of
distance between you and
your coworkers at all times
Wear a face covering when
entering, exiting and moving
around the office
You may remove face
covering while at your desk

Hand Washing

Wash your hands frequently
with soap and water
Use hand sanitizer when you
can't use soap and water
Wash hands for at least 20
seconds
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Workplace Environment
Changes have been made to the workplace environment to keep you safe.

1

Signage

AG offices will have a variety of
signage including reminders about
social distancing, hand washing
standards, proper usage of face
coverings and more.

3
5

Common Areas

2

Cleaning Supplies
AG has worked with our suppliers to
increase the amount of cleaning
supplies and hand sanitizer
available in our offices.

Chairs in common areas will be
spaced out and some chairs will be
marked unavailable for use to
maintain distancing.

4
Break Rooms

Enhanced Cleaning
AG offices will be cleaned more
frequently with enhanced cleaning
standards, including increased use of
sanitizers on surfaces.

During phase 1, break rooms are
open with limited functionality. Sinks,
water and ice will be available (except
for ice machines that require the use
of a scoop).

6

Careers.AdvisorGroup.com

Meetings & Events
Generally speaking, large meetings and events will be cancelled during Phases 1 and 2. State
and local guidance varies on what constitutes a large meeting so local leadership will apply
the guidance specific to your location.
For meetings or events that are approved, employees should understand the local rules and
guidelines and are expected to be compliant (for example with face covering or social
distancing requirements). In Phases 1 and 2, employees are not required to travel or
participate in meetings or events if they are not comfortable doing so.

Travel
AG understands that certain travel may be necessary during this time to meet certain
business and regulatory needs.
During Phase 1, all travel continues to be limited to protect the health and safety of our
employees. Essential travel during Phase 1 may be approved by an ELT member and should
be at the comfort level of the employee.
During Phase 2, travel restrictions are removed and travel may resume at the comfort level of
the employee. Note that during Phase 2, employees are not required to travel and may
decline to travel at their comfort level.
During Phase 3, all travel restrictions are removed and employees who are required to travel
for their role must resume travel.
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Vulnerable Populations
Employees included in the vulnerable population have specific considerations that must be
addressed. Vulnerable populations include (i) elderly individuals, (ii) individuals with serious
underlying health conditions including high blood pressure, chronic lung disease, diabetes,
obesity, asthma, and those who have a compromised immune system as a result of
chemotherapy for cancer or other conditions requiring such therapy, and (iii) employees who
have elderly individuals or those with a compromised immune system living in their home.
In Phases 1 and 2, employees in the vulnerable population are not required to return to work
and will continue to work from home.
In Phase 3, employees who communicate their need for a reasonable accommodation of
additional work from home under the Americans with Disabilities Act as Amended (ADAAA)
due to the pandemic will work with their HR Business Partner for guidance. Generally
speaking, continued remote work is temporarily available for employees in the vulnerable
population until such time conditions improve.

Time off for Illness or Caring for a
Sick Family Member
3 Days or Less

More than 3 Days

Paid Sick Time (PST) is
available to all
employees and may be
requested in Workday.

Employees may request
short term disability
(for self) or FMLA (for
care of a family
member) through
Prudential.
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Symptom Screening
Beginning in Phase 1, employees will be required to complete symptom screening through
the ProtectWell app and receive a "Cleared to Go to Work" result prior to entering any AG
facility. Symptom screening is one way AG is keeping employees safe as a part of our
comprehensive return to office strategy.
ProtectWell is a confidential, HIPAA-compliant, symptom-checking app, developed by
Microsoft in partnership with UnitedHealth Group and Optum. The ProtectWell app is
available on both Android and iOS devices in their respective app stores.
Symptom screening – of different degrees -- is required of employers by many states,
counties
and cities across the country. It is considered part of a comprehensive plan to safely return
to
offices, and is included in Advisor Group’s Return to Office (RTO) plans for all of our sites.
Employees are not required to complete symptom screening on days they are working from
home. At this time, ProtectWell is only available on iOS and Android devices. Alternative
screening options are currently underway for those not able to access the app.
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Return to Office
Employee Guide

Questions? Reach out to your recruiter to address your
specific concerns or questions.

