
HR Vaccine
Compliance
Guide:
FAQ, Template Policies
Surveys and More

On September 9, 2021, President Biden issued a six-pronged COVID-19 Action Plan. The 
plan’s goal is to use every available tool to combat COVID-19. While many of the details and 
implementation requirements are still forthcoming, vaccine and testing requirements for 
employers play a key role in the Action Plan.

Best Workplace Solutions offers guidance to help reduce confusion and provide employers with 
the tools to make the right vaccination plan decisions for their business. We have developed an 
HR Vaccine Compliance Guide to provide best practices and valuable tools to guide HR 
Departments, Directors, Managers, and Supervisors in their decision making as well as to 
help assure that organizational practices remain consistent with compliance requirements. 
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Employee survey on OSHA's vaccine mandate to help employers assess which policies to implement.
Frequently Asked Questions guide   covering HR practices and questions Supervisors may receive; 
direction on who regulates what and how different situations may be handled from a safety and health 
professional perspective; answers to inquiries that may come up in interviewing and 
onboarding of new employees regarding vaccination policies; and ways to continue to create a 
positive workplace while following regulations. The guide also identifies where state laws vary. 

To give you the tools needed to act quickly, Best Workplace Solutions is offering our HR 
Vaccine Compliance Guide for a flat fee of $750. This includes all the above documents, 
as well as notifications to any updates to our FAQs, new and revised policies, and forms. 

Contact Us
To request a copy of our HR Vaccine Compliance Guide package, please contact us 
or click here to sign up  | To view a demo of our guide, click here: VIDEO

Please note, this package has been prepared for informational purposes only. The 
documents included in this package should not be construed as legal advice or a 
legal opinion on any specific facts or circumstances. The content is intended for 
general informational purposes only. Please consult a lawyer to address any specific 
legal questions for your workplace.
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This package includes:
Sample policies 
Vaccination Policy – Mandatory 
Vaccination Policy – Alternative

Sample forms 
Employment Application Questions Covering 
Vaccination Status 
Vaccination Status Disclosure Form 
Religious & Medical Accommodation Request 
Communications to Employees on New Policies
Employee Vaccination and Testing Tracker
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https://vimeo.com/631192015
https://www.bestlcms.com/login/12377/Employer_Vaccine_Compliance_Guide.aspx?buyCourseID=39971


HR Vaccine Compliance Guide Sample 

Best Workplace Solution’s HR Vaccine Compliance Guide’s “Frequently Asked Questions” 
document is based on interactions with more than 400 employers, answering more than 40 
pressing questions on the mind of HR departments and management.  

Here is a sample of some of the content the Human Resource Vaccine Compliance Guide offers: 

Some Advice to Employers Considering a Wait-and-See Approach to Compliance with the OSHA 
ETS Standard? 

Be sure you consider the risks before you make that decision.  The risk to this approach is if an 
organization has a reportable COVID incident (hospitalization or fatality), that brings OSHA in-
house immediately.  Even though OSHA will use the general duty clause for citations, they will 
likely apply the guidelines established in the standard as acceptable practice. 

A more conservative approach is to comply with the masking 
requirements after December 5th for non-vaccinated employees; thereby 
providing a level of affirmative defense.  Then keep an eye on the courts 
to see if they strike down the entire standard or only portions of it.   

Example Question & Answer from Guide 

1. What steps should I take now to be prepared to comply? 
The first step is to gather with senior leadership to determine company policy on vaccines.
Reference the chart under question 13 to assist in determining the impact of this policy decision.
Play particular attention to the cultural and financial impact within your organization. As a written
policy is required, reference the policy examples you can find within this guide.

Next, the standard requires you to determine the vaccination status of all employees. Some 
employees may opt to get vaccinated rather than using alternative compliance methods. We 
have included timelines to assist employers in providing vaccine advice that meets the January 
4th testing deadline.   

Once the policy is established, determine your record keeping obligations. For example, 
employers are required to retain proof of individual employee’s vaccination status and a roster 
of vaccinated employees. Both are required to be treated as confidential medical records and 
must be available to OSHA within 4 hours of a request during an inspection.  

As you can expect to receive requests for health and religious 
accommodations be sure your forms are in order and your supervisors and 
managers are properly trained to recognize and process these requests. You 
can utilize this tracker to help keep your data organized [link to the tracker 
provided in purchased guide]. 
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If you elect alternative compliance methods, determine your testing resources, and pay 
practices. Relying on public health resources for testing may be a risky strategy. Best Workplace 
Solutions may be able to help you in identifying a testing resource. 

Additional Example Questions 

2. Is there a vaccination that should be specified by employers?

3. Am I required to keep employee vaccination status confidential?

4. Are there separate OSHA exposure quarantine guidelines for the treatment of vaccinated and
unvaccinated workers?

5. Should an employer offer an Optional Testing Plan as an alternative to a vaccine mandate for
employees?

6. Must an employer that offers the alterative option of testing in addition to vaccination pay for
the test and the time spent testing?

7. If we ask our employees for proof of vaccination, should we maintain a copy? If so, where
should we maintain that information? Are there any record retention requirements
surrounding this information?

8. What information should I supply to employees or others who are going to be subject to
testing under my COVID-19 safety plan?

9. What are my reporting obligations should a COVID-19 fatality or
hospitalization occur in the workplace?

10. Are there ways to reduce the inevitable conflict that comes with the
vaccine controversy in the workplace?
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