
JACK HENRY & ASSOCIATES, INC.® 
RETURN-TO-OFFICE GUIDE

COVID-19



MAY 2020RETURN-TO-OFFICE GUIDE 2

RETURN-TO-OFFICE GUIDE 
TABLE OF CONTENTS

3 Return-to-Office Guide

5 Return-to-Office Guide Introduction 

5 Return-to-Office Training Module

6 Work Environments 

7 General Return-to-Office Procedures 

8 Personal Hygiene Best Practices 

9 Social Distancing

10 Personal Protection Equipment (PPE) 

11 Daily Health Screening 

13 Return-to-Work Health Guidance 

14 Internal Meeting Guidance

15 Office Visitors

16 Domestic Travel Information

18 International Travel

18 Facilities Disinfection Materials and Procedures 

19 Ongoing Time and Business Expense Reporting

19 Coronavirus (COVID-19) Updates on jhaToday  

© 2020 Jack Henry & Associates, Inc.®



MAY 2020RETURN-TO-OFFICE GUIDE 3

Return-to-Office Guide

COVID-19 is continuing to make history and impose ongoing, worldwide 
challenges. But thanks to your extraordinary commitment to Jack Henry’s 
pandemic response and the declining impact of COVID-19 in specific states, 
counties, and cities, we have defined the systematic process that will guide the 
return of our Associates to their respective offices.

There are diverse opinions about what types of businesses should reopen and 
when and how they do so. But most of us agree COVID-19 still imposes material 
health risks so businesses must take important precautions and implement 
practical restrictions to safely reopen or repopulate their offices. Here at Jack 
Henry we plan to carefully monitor how the virus continues to spread within a more 
active population and remain flexible as we return to our offices.

 » We will make all return-to-office decisions based on the safety and 
wellbeing of our Associates.

 » We will implement a gradual, phased office-by-office approach based on 
the evolving impact of COVID-19 on each location and guidance from 
government and medical entities.   

 » We are implementing new standards that we expect every Associate and 
essential visitor to  comply with, until further notice, when in any Jack 
Henry facility.  

In addition to this general guidance, detailed office-specific information will be 
provided to the appropriate Associates when their return-to-office dates are 
determined, and location/building-specific processes are established. 

On behalf of Jack Henry’s management team, I want to sincerely thank you for your 
dedication to our company and our clients during this uncharted time. History has 
shown that disruption accelerates innovation so I am confident that Jack Henry will 
emerge from this pandemic stronger for the challenges we are overcoming and the 
lessons we are learning.  

Charlie Wright
Chief Risk Officer
Jack Henry & Associates, Inc.®
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Jack Henry’s enterprise-wide response to 
COVID-19 has two strategic goals:

 » To safeguard the health and wellbeing of every Associate. We 
implemented a wide array of initiatives – from transitioning 97% 
of our Associates to work remotely to proactively enhancing our 
healthcare plans – to do everything possible to protect you and 
your family. 

 » To seamlessly provide the service and support our clients 
depend on every day. Thanks to your relentless dedication 
to our clients and our company we have consistently fulfilled 
our obligations and commitments and met our clients’ high 
expectations for how we do business.  

We are now entering a new phase of our COVID-19 response as 
we gradually and cautiously begin returning our Associates to 
their offices and you have a new, vital role in that process. This 
comprehensive guide provides what we expect of every Associate 
entering every Jack Henry facility every day. Please thoroughly 
review this guide, get answers to your questions, and strictly 
support these new workplace standards. What Jack Henry does is 
essential to our clients and your dedication to these new standards 
is essential to Jack Henry.  
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Return-to-Office Guide Introduction 

The information in this guide, which includes the new expectations that every 
Associate and visitor must comply with until further notice, is appropriate for all 
Jack Henry facilities and Associates who:

 » Are returning to an office.

 » Manage Associates returning to an office. 

 » Are full-time remote Associates who work with those returning to an 
office, who visit individual offices, or need to temporarily work from a Jack 
Henry office.  

 » Are attending essential meetings in any Jack Henry office.  

The return-to-office decisions are complex and may change based on the 
fluidity of the pandemic’s ongoing impact. We appreciate your flexibility and will 
proactively share changes in our return-to-office plans and process if necessary.   

Every Associate and essential visitor entering a 
Jack Henry facility is expected to follow the new 
workplace standards established in this guide.

Return-to-Office Training Module

 » A training module has been developed to highlight important aspects of 
the new workplace standards and etiquette every Associate is expected  
to follow.

 » Every Associate is asked to complete the training module before returning 
to their office. 

 » The training module is available through Jack Henry University (JHU)  
and includes:

• COVID-19 General Awareness 

• Jack Henry-Specific Guidance 

   
Contact occupationalrisk@jackhenry.com 
with your training questions. 

https://jha.csod.com/ui/lms-learner-home/home?tab_page_id=-200300006&tab_id=-2
mailto:occupationalrisk@jackhenry.com
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Work Environments 

 » The phased return-to-office process is based on the results of two formal surveys that 
identified:

• Departments with specific business and client needs that are more effectively and 
efficiently performed by in-office Associates.

• Associates with personal and professional needs to return to their offices. 

 » Respecting that there are unique personal and professional circumstances impacting an 
Associate’s ability to either return to their office or continue working from home, Jack 
Henry managers can make work environment decisions that are appropriate for each 
unique situation.

 » Contact your manager if you:

• Are unable or reluctant to return to your office when asked to do so. 

• Prefer to return to your office before you are requested to do so. 

 » If personal and professional circumstances allow, we prefer that Associates continue working 
from home until you are requested to return to your office.

 » Jack Henry hopes and expects most Associates will continue working from home considering:  

• The evolving impact of COVID-19 in the states, counties, and cities that are ending 
or relaxing their stay-at-home orders.  

• The impact of individuals who do not comply with new social standards including 
social distancing, wearing facemasks in public, and limiting crowd sizes. 

• Our ability to carefully control the return of additional Associates to Jack Henry 
facilities where our essential Associates have been working throughout our 
pandemic response. 

 » No Associate currently working at home should return to their office without coordinating 
their return with their manager.  

 » When it is determined that returning to the office is in the best interest of the Associate 
and Jack Henry, local management will provide the Associate with their specific return-to-
office date and office-specific guidance. 

 » Currently, there is not an established timeline for all Associates to return to Jack Henry’s 
network of offices.   

   
Contact coronavirus@jackhenry.com 
with your work environment questions. 

No Associate currently working at home should 
return to their office without coordinating their 

return with their manager.

 

mailto:coronavirus@jackhenry.com
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General Return-to-Office Procedures 

 » This guide and the supporting training module provide the new workplace 
standards and etiquette that every Associate is expected to comply with. 

• You must read and acknowledge the Return-to-Office Guide via the 
JHA Policy Center before entering a Jack Henry facility.

• We recommend you complete the JHU training module before 
returning to your office.

• Contact your manager if you have questions about the new 
workplace standards established with this guide. 

 » You must review the Associate Daily Pre-Onsite Self-Assessment Checklist 
each day before entering a Jack Henry facility and stay home if you meet 
any of the criteria established with this health guidance. 

 » Sanitizing stations are available at each Jack Henry office.

 » All Jack Henry equipment (laptops, monitors, printers, etc.) and assets 
(chairs, footrests, etc.) must be thoroughly sanitized when initially 
returning these items to the office. 

 » Sanitizing laptops, cell phones, and any other personal devices is 
recommended when entering a Jack Henry facility each day.

 » Facemasks must always be worn when in common areas or in the presence 
of others. 

• Jack Henry will provide each onsite Associate with two machine 
washable facemasks.  

• Detailed information about Jack Henry’s required use of facemasks 
is provided in the Personal Protection Equipment (PPE) section of 
this guide. 

   
Contact coronavirus@jackhenry.com  
with your general procedure questions. 

You must review the the Associate Daily Pre-Onsite 
Self-Assessment Checklist each day before entering 
a Jack Henry facility and comply with the published 

health guidance.

 

https://jackhenry.sharepoint.com/sites/jhatoday/News/Pages/Associate-Daily-Pre-Onsite-Self-Assessment-Checklist.aspx
mailto:coronavirus@jackhenry.com
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Personal Hygiene Best Practices 

 » Frequent handwashing and hand sanitizing are clinically proven to help prevent 
the spread of COVID-19.

 » When entering a Jack Henry facility:

• Immediately use hand sanitizer, if available at the entrance, that contains 
at least 60% alcohol or Pure & Clean solution. 

• Immediately wash your hands using soap and water for at least 20 
seconds if hand sanitizer is not available.

• Immediately sanitize laptops, cell phones, and any other personal devices.  

• To the extent possible, avoid contact with public surfaces before 
sanitizing/washing your hands. 

 » Wash/sanitize your hands regularly throughout the day and before leaving a 
Jack Henry facility. 

 » Hand washing with soap and water is preferred: 

• When hands are visibly dirty.

• Before eating.

• After using the restroom.

• After removing your facemask.

• After blowing your nose, coughing, or sneezing.

 » Always cover your mouth and nose with a tissue or your elbow when coughing 
or sneezing.

 » To the extent possible, avoid touching your face, nose, and eyes.

 » To the extent possible, avoid touching public surfaces, such as elevator buttons, 
door handles, handrails, etc.

 » Avoid using other Associates’ phones, desks, keyboards, cubicles,  
or offices. 

 » Frequently clean and sanitize your personal workspace. 

 » Stay home and avoid contact with others if you have symptoms consistent  
with COVID-19.

   
Contact occupationalrisk@jackhenry.com 
with your COVID-19 related personal hygiene questions. 

Frequently washing and sanitizing your 
hands is clinically proven to help prevent 

the spread of COVID-19.

 

mailto:occupationalrisk@jackhenry.com
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Social Distancing

 » Avoid close contact with others by maintaining at least six feet of 
separation when possible and comply with distancing markers  
where displayed.

 » Avoid:

• Gatherings of more than 10 people. 

• Unnecessary movement between work areas, building floors, 
buildings, etc.

• Personal contact including shaking hands.

• Sharing cubicles/workspaces. 

• Sharing food.

• Office celebrations.

 » To the extent possible, replace in-person meetings with virtual meetings. 

 » Limit elevator occupancy to two individuals and facemasks should  
be worn. 

 » To the extent possible, workspaces, breakrooms, cafeterias, and common 
areas will be reengineered to accommodate social distancing. 

 » If appropriate social distancing is difficult in confined public areas such as 

stairwells, walkways, bathrooms, etc., facemasks should be worn. 

   
Contact occupationalrisk@jackhenry.com 

with your social distancing questions. 

Maintain at least six feet of separation  
from others when possible and comply with  

distancing markers where displayed. 

mailto:occupationalrisk@jackhenry.com
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Personal Protection Equipment (PPE) 

 » Facemasks must be worn when in common areas or in the presence 
of others.

• The CDC urges the use of facemasks in public areas where it is 
difficult to maintain social distancing and in areas of significant 
community-based transmission. 

 » Facemasks do not have to be worn in private workspaces including offices 
and cubicles that meet established criteria (cubicles separated by a 
minimum of six feet with walls 54 inches or higher).

 » Jack Henry will provide each onsite Associate with two machine washable 
facemasks.  

• Facemasks will be delivered to Associates’ desks on their return-to-
office date.

• A clean facemask should be worn daily. 

• New facemasks will be provided at specific time intervals or to 
Associates requesting new facemasks. 

• The use of facemasks should be augmented with strict social 
distancing and proper handwashing. 

• Please review Jack Henry’s Cloth Facemask Guidance.

• Please review the World Health Organizations’ instructions for How 
to Put On, Use, Take Off, and Dispose of a Mask.

 »  You can wear your own facemasks if they:

• Are comparable quality to those provided by Jack Henry.

• Completely cover the nose, mouth, and chin.

• Have multiple layers of fabric.

• Are tasteful and appropriate for the workplace.

• Are machine washed daily for compliance with related CDC guidance. 

 » To effectively use a facemask:

• Wash/sanitize your hands before putting the facemask on and after 
removing it. 

• Ensure your nose, mouth, and chin are always covered.

• Avoid touching your facemask and wash/disinfect your hands if you do.

• Remove the facemask using the ties or ear loops.

• Wash cloth facemasks in a washing machine daily.

 » Inform your manager if you have a medical condition that prohibits you 
from wearing a facemask – you will not be asked to provide the specific 
medical condition or related details. 

 » Follow all city, county, and state mandates requiring the use of facemasks 
in public if they exceed Jack Henry guidelines. 

https://jackhenry.sharepoint.com/sites/jhatoday/Departments/Safety/Documents/Forms/AllItems.aspx?id=%2Fsites%2Fjhatoday%2FDepartments%2FSafety%2FDocuments%2F1%5FORM%5FWebsite%2FFlu%5FCommunicable%5FPage%2FCloth%20Facemask%20Guidance%2Epdf&parent=%2Fsites%2Fjhatoday%2FDepartments%2FSafety%2FDocuments%2F1%5FORM%5FWebsite%2FFlu%5FCommunicable%5FPage&p=true&originalPath=aHR0cHM6Ly9qYWNraGVucnkuc2hhcmVwb2ludC5jb20vOmI6L3MvamhhdG9kYXkvRGVwYXJ0bWVudHMvU2FmZXR5L0VWSGtQaDBMVnVCTXNFYkI2SW5Mc3ZFQkFMM3gzTUx4Tk5rNzdub096SDZJbUE_cnRpbWU9eUVacVpqajMxMGc
https://sway.office.com/PFecQ4JoB8EdAbDm?ref=Link
https://sway.office.com/PFecQ4JoB8EdAbDm?ref=Link
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 » N95 respirators and surgical facemasks, which are in short supply, should 
be reserved for individuals at high risk of contact with COVID-19, such 
as healthcare workers, first responders, and janitorial staff sanitizing 
contaminated areas. 

 » Cloth facemasks are not intended to protect the wearer but to reduce the 
potential spread of COVID-19 through the wearer’s respiratory droplets. 

 » Associates will be notified when facemasks are no longer required in Jack 
Henry facilities. 

   
Contact occupationalrisk@jackhenry.com 
with your PPE questions. 

Jack Henry will provide each onsite Associate 
with machine washable facemasks and  
a clean facemask should be worn daily.

Daily Health Screening 

 » Using the Associate Daily Pre-Onsite Self-Assessment Checklist, 
Associates and essential visitors must complete a health screening before 
entering a Jack Henry facility.

 » Associates and visitors with a fever or any symptoms consistent with 
COVID-19 should not enter a Jack Henry facility. 

 » Associates developing a fever or any symptoms consistent with COVID-19 
during the workday should immediately notify their manager and leave 
the Jack Henry facility.  

 » Using the Managers Illness Reporting Form found on the jhaToday 
Occupational Risk Management page, managers must report any 
Associate who:

• Becomes ill at work or home.

• Has tested positive for COVID-19.

• Has symptoms consistent with COVID-19.

• Has been in close contact with a confirmed or suspected COVID-19 case.

mailto:occupationalrisk@jackhenry.com
https://jackhenry.sharepoint.com/sites/jhatoday/News/Pages/Associate-Daily-Pre-Onsite-Self-Assessment-Checklist.aspx
https://jackhenry.sharepoint.com/sites/safety/ss/_layouts/15/FormServer.aspx?XsnLocation=/sites/safety/ss/2020%20Illness%20Reporting%20Form/Forms/Template.xsn
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 » Regardless of destination, all Associates must self-quarantine for the CDC-
recommended 14 days before returning to a Jack Henry office if they:

• Traveled to any international destination.

• Reside with someone who has traveled to any international destination.

• Were on a domestic flight that connected through Canada or Mexico. 

 » Based on the unfortunate possibility that a Jack Henry Associate working 
in a specific office tests positive for COVID-19:

• All Associates in that office will be informed if they could have been 
exposed to the positive individual during the CDC-defined time 
period of contagious spread. 

• The identity of the infected Associate will be kept confidential.

• The specific timeline when they became symptomatic and infectious 
will be shared.

• This timeline will be instrumental in helping others determine their 
personal risk of infection from that individual. 

• Appropriate cleaning and disinfection steps for personal workspaces 
will be provided.

   
Contact occupationalrisk@jackhenry.com  
with your daily health screening questions. 

COVID-19 Symptoms

Fever above 100 degrees  
Fahrenheit or feeling feverish

Cough

Shortness of breath

Chills

Muscle pain 

Headache

Sore throat

Loss of taste and/or smell

mailto:occupationalrisk@jackhenry.com
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Return-to-Work Health Guidance 

 » Associates who develop a fever should not return to work until they:

• Have been fever-free without using fever reducing medication for at least 72 hours and 

• Have been completely free of all symptoms consistent with COVID-19 for at least 72 hours.  

 » Associates with symptoms consistent with COVID-19 who have not been tested should not 
return to work until:

• Respiratory symptoms have improved and 

• A minimum of 10 days has passed since the symptoms first appeared and 

• They have been fever-free without using fever reducing medication for at least 72 hours. 

 » Associates with symptoms consistent with COVID-19 who have tested positive should not 
return to work until:

• Respiratory symptoms have improved and 

• They have been fever-free without using fever reducing medication for at least 72 hours 
and 

• They have two negative COVID-19 tests 24 hours apart.

 » Associates with no symptoms consistent with COVID-19 who have tested positive should not 
return to work until:

• A minimum of 10 days has passed since the date of their first positive COVID-19 test and 

• They have had no emerging symptoms consistent with COVID-19 or any other contagious 
illness and 

• They have been fever-free without using fever reducing medication for at least 72 hours 
or

• They have two negative COVID-19 tests 24 hours apart. 

 » Associates who have been in close contact with someone with symptoms consistent with 
COVID-19 or who has tested positive for COVID-19 should not return to work until:

• A minimum of 14 days has passed since exposure and 

• No development of symptoms consistent with COVID-19 or any other contagious illness 
has occurred or 

• The symptomatic individual was found NOT to have COVID-19 and released by their 
healthcare provider.

   
Contact occupationalrisk@jackhenry.com 
with your return-to-work health guidance questions. 

mailto:occupationalrisk@jackhenry.com
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Internal Meeting Guidance

 » To the extent possible, replace in-person meetings with virtual meetings. 

• Microsoft Teams should be used to conduct most virtual meetings.  

 » We recognize there are instances when in-person meetings are necessary especially 
those including essential visitors. 

 » Follow all city, county, and state restrictions governing in-person meetings and 
gatherings if they exceed Jack Henry guidelines. 

• Contact occupationalrisk@jackhenry.com for more information about these 
meeting restrictions.  

 » Jack Henry has established strict limitations and standards governing all in-person meetings:  

• Limit meetings to a maximum of 10 participants regardless of meeting room size.

• Never exceed the maximum occupancy displayed on all meeting room doors. 

• Conduct all meetings in rooms large enough to accommodate social distancing 
requirements – all participants must be at least six feet apart. 

• All meeting participants are required to maintain social distancing at all times and 
wear facemasks. 

• Essential visitors attending meetings hosted in Jack Henry facilities are expected 
to follow the same standards established for Associates. 

• We recommend that essential visitors bring their own facemasks; however, 
disposable facemasks are available for visitors in all Jack Henry offices. 

• Meeting organizers are expected to clean the public surfaces using the 
disinfecting supplies located in all meeting rooms and place all trash in the proper 
receptacle at the end of each meeting.

• The Associate who cleaned the meeting room is required to document the 
cleaning was completed using the supporting log located in each meeting room.

 » Submit all requests to make exceptions to the limitations and standards governing in-
person meetings to Occupational Risk Management – occupationalrisk@jackhenry.com 

– at least three business days prior to the scheduled meeting. 

   
Contact occupationalrisk@jackhenry.com 

with your internal meeting questions. 

All meeting participants must wear facemasks 
and maintain social distancing at all times.

mailto:OccupationalRisk@jackhenry.com
mailto:OccupationalRisk@jackhenry.com
mailto:OccupationalRisk@jackhenry.com
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Office Visitors

 » Nonessential visitors are prohibited until further notice and essential 
visitors should be limited to the extent possible. 

 » Using the Visitor COVID-19 Self-Assessment Checklist, all essential visitors 
must complete the health screening before entering any Jack Henry 
facility.

• Essential visitors with a fever or symptoms consistent with COVID-19 
should not enter a Jack Henry facility.

• If essential visitors are denied access to a Jack Henry facility 
for exhibiting a fever or symptoms consistent with COVID-19, 
immediately notify Occupational Risk Management by contacting 
occupationalrisk@jackhenry.com so the impacted area can be 
properly disinfected. 

 » Essential visitors must be escorted by their Jack Henry host at all times.  

 » Using the visitor log available at each reception desk, essential visitors must 
record their visit date and time, name, contact information, the Associate(s) 
hosting the visitor, all Associate(s) interacting with the visitor, and the results 
of the Visitor COVID-19 Self-Assessment Checklist.

• The visitor log should be updated if there were unplanned 
interactions with additional Associates(s) during the visit. 

 » Essential visitors are required to wear a facemask and comply with social 
distancing requirements.

 » Visitors are encouraged to wear personal facemasks but disposable 
facemasks will be available at reception desks. 

   
Contact occupationalrisk@jackhenry.com  

with your office visitor questions. 

Nonessential visitors are prohibited until 
further notice and essential visitors should 

be limited to the extent possible.

https://jackhenry.sharepoint.com/sites/jhatoday/News/Pages/Visitor-COVID-19-Self-Assessment-Checklist.aspx
mailto:occupationalrisk@jackhenry.com
https://jackhenry.sharepoint.com/sites/jhatoday/News/Pages/Visitor-COVID-19-Self-Assessment-Checklist.aspx
mailto:occupationalrisk@jackhenry.com
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Domestic Travel Information

 » Carefully consider if travel is necessary to fulfill specific responsibilities to 
Jack Henry and our clients/prospects.

 » Confirm the respective client/prospect plans to proceed with the scheduled 
event with careful consideration placed on the local impact of COVID-19. 

 » Investigate opportunities to reschedule the event without negative client/
prospect impact.

 » Prior to traveling outside your state of residence, contact JHA Travel for 
assistance with state-specific re-entry guidelines, rules, and restrictions.  

 » JHA Travel provides traveler care packages.

• Care packages include facemasks (one for every day of travel plus 
one extra), travel-size hand sanitizer, gloves, and disinfectant wipes.

• Use disinfectant wipes on frequently touched public surfaces in 
airports, on planes, in cars, and on luggage.

• If flying commercially, request a care package at least five business 
days prior to your departure date if possible. 

 » Prior to making commercial travel plans, contact JHA Travel for current 
airline restrictions and requirements such as the use of facemasks in 
airports and during flight, new seat assignment processes, and staggered 
boarding times.

• Current restrictions and requirements are also available on the major 
airlines’ websites: 
   •   Delta 
   •   United 
   •   American 
   •   Southwest

 » Arrive a minimum of two hours before flight time to allow additional time 
for check-in and boarding procedures revised to support social distancing.

 » Your seat may be reassigned to support social distancing if the plane is 
not full.

 » It is a common misunderstanding that air onboard commercial or 
corporate aircraft is recirculated, however, there is typically fresh outside 
air replenishing the inside cabin air. 

 » Avoid busy airport lounges when possible.

 » Food and drinks will be limited on some flights, so plan accordingly. 

 » Airlines are not providing refunds on nonrefundable tickets if a flight is 
canceled due to COVID-19. The amount paid for the ticket will be held 
by JHA Travel and used as a credit toward the purchase of a future ticket 
booked with the same airline. 

 » Airlines are waiving change fees if the credit is applied to future travel 
according to the carrier’s guidelines. 

https://www.delta.com/us/en/travel-update-center/overview?Log=1&mkcpgn=sezzzggusabspribd&clickid=_k_EAIaIQobChMIkJGw8eC26QIVeezjBx1c-gsoEAAYASAAEgKgyfD_BwE_k_&tracking_id=284x10602105&ad_id=428072306317&s_kwcid=TC%7Cdelta%7C%7CS%7Ce%7C428072306317&campaign=9617149371&adgroup=103186092201&gclid=EAIaIQobChMIkJGw8eC26QIVeezjBx1c-gsoEAAYASAAEgKgyfD_BwE
https://www.united.com/en/us
https://www.aa.com/homePage.do
https://www.southwest.com/


MAY 2020RETURN-TO-OFFICE GUIDE 17

 » Please submit all travel-related expenses in your Jack Henry wallet for 
canceled trips.

 » Jack Henry corporate travel:

• The corporate lounge and aircraft are being cleaned with specialized 
disinfectant after every flight.

• Corporate cars are being scrutinized and cleaned with specialized 
disinfectant after every use.

• While on a corporate aircraft, you will be required to wear a facemask.

 » Ground transportation:

• Avoid public transportation and drive when possible.

• Major car rental companies support the United States Travel 
Association’s Health and Safety Guidelines.

• Use the proper personal protective equipment (PPE) when using a 
ride share such as Uber or Lyft. 

 » Lodging:

• The American Hotel & Lodging Association (AHLA) has published a 
list of Safe Stay guidelines as part of its new Safe Stay initiative. 

• Contact JHA Travel to confirm if specific hotels are supporting  
this initiative. 

• Hotel food service may be limited, so plan accordingly.

• Dine-in service in the surrounding area may not be available,  
so plan accordingly. 

   
Contact jhatravel@jackhenry.com, 
use the Call Advisor button on DASH Mobile, 
or call extension 1616 with your domestic travel questions.  

Before booking travel, carefully consider if it is 
necessary to fulfill specific responsibilities to our 
clients and prospects and confirm if they plan to 

proceed with the scheduled event.

https://www.ahla.com/sites/default/files/safe_stay_guidelines_0.pdf
mailto:jhatravel@jackhenry.com
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International Travel

 » All Jack Henry Associates are required to report all plans for upcoming 
international business and personal travel to JHA Travel – itineraries 
should be emailed to internationaltravel@jackhenry.com. 

 » JHA Travel will review itineraries and provide current information related 
to COVID-19 travel restrictions and issues impacting the destination 
country/countries. 

 » JHA Travel will also provide this important guidance for anyone who 
resides with a Jack Henry Associate and plans to travel internationally.

 » Regardless of destination, all Associates must self-quarantine for the CDC-
recommended 14 days before returning to a Jack Henry office if they:

• Returned from an international destination.

• Reside with someone who has returned from an international destination.

• Were on a domestic flight that connected through Canada or Mexico.

   
Contact internationaltravel@jackhenry.com,  
use the Call Advisor button on DASH Mobile,  
or contact the international travel desk at extension 1616  
with your international travel questions. 

Facilities Disinfection Materials 
and Procedures 

 » Hand and equipment sanitizing stations are available in all Jack Henry 
facilities to provide ongoing access to Environmental Protection Agency 
(EPA)-approved cleaning and disinfecting supplies.

 » The workplace safety lead at each Jack Henry facility is responsible for 
maintaining a sufficient inventory of cleaning and disinfecting materials.

 » All Jack Henry facilities are cleaned according to CDC standards.

• The scope of janitorial services in all Jack Henry-owned and leased 
facilities has been updated and increased.

• All high-traffic common areas have increased sanitizing and 
disinfecting cleaning schedules. 

• Public surfaces such as door handles, restrooms, elevator buttons, 
etc. have increased sanitizing and disinfecting cleaning schedules. 

• The use of electrostatic disinfection sprayers has been increased. 

 » To the extent possible, workspaces, breakrooms, cafeterias, and common 
areas will be reengineered to accommodate social distancing. 

mailto:internationaltravel@jackhenry.com
mailto:internationaltravel@jackhenry.com
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 » Distancing markers must be complied with where displayed. 

 » Limit elevator occupancy to two individuals and facemasks should be worn. 

 » Associates are encouraged to regularly clean and disinfect their personal workspaces with the 

available, appropriate supplies. 

   
Contact Casey Peck at cjpeck@jackhenry.com with your questions  
about facilities disinfection materials and new procedures.  

Ongoing Time and Business Expense Reporting

 » Ongoing time and expense reporting is required for all Associates involved in Jack Henry’s 
COVID-19 response.

 » Associates investing more than five hours per week and/or incurring more than $100 in related 
business expenses should report their time and expenses weekly.

 » Reporting tools:

• Time Reporting

• Business Expense Reporting 

• Batch Reporting 

   
Contact coronavirus@jackhenry.com  
with your time and expense reporting questions. 

Coronavirus (COVID-19) Updates on jhaToday  

We will continue to post the latest information Jack Henry Associates need to know on jhaToday – 
Coronavirus (COVID-19) Updates.

The evolving impact of COVID-19 may require ongoing 
changes to the guidance established to protect the wellbeing 

of every Jack Henry Associate to the extent possible.  
Visit jhaToday – Coronavirus (COVID-19) Updates –  

for the latest information you need to know.

mailto:cjpeck@jackhenry.com
https://forms.office.com/Pages/ResponsePage.aspx?id=d5sEU48-kkeXfwo-XyOJG61Bygl3UC9PnZAKxPo14FBUN1VHTU1WOVVXTTE0NVBJSjNWOURWTkxDSS4u
https://forms.office.com/Pages/ResponsePage.aspx?id=d5sEU48-kkeXfwo-XyOJG61Bygl3UC9PnZAKxPo14FBUQzBLOUNXNVhVOTc1S1dOWDJQS0QwRkZUNC4u
https://jackhenry.sharepoint.com/:x:/s/COVID-19Finance/EUHFKGgK5pBDq6WPD76Nwm8BaQy7ujtWnRU8zfwq2Tw5vA?e=mbRm1w
mailto:coronavirus@jackhenry.com
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