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COVID-19: RE-STARTING YOUR BUSINESS CHECKLIST
STEP 1: PREPARE
· Carry out risk health and safety risk assessments, paying particular attention to those who are vulnerable.
· Decide what information you need from employees about return to work challenges (i.e. health issues and childcare or other caring responsibilities – See medical questionnaire and return to work form).

· Decide which employees should return to the workplace and whether any can continue to work from home or can remain on furlough leave or other leave.

· Consider what you need to do to make your building safe to re-open such as flushing water systems, arranging statutory inspections/ examination of plant/ equipment and testing fire alarms.

· Evaluate infection control measures including cleaning schedules, provision of washing facilities and / or hand gel, notices about how to prevent spread of infection and employee health screening.

· Consider what social distancing measures can be introduced, including home working, physical modifications to the workplace or staggering working patterns or shift times.

· Consider whether personal protective equipment (PPE) is required and how it will be sourced.

· Consider whether any changes to contracts or policies are required (e.g. those affecting working patterns, health and safety procedures, absence / sick pay, holiday arrangements or data protection).

·  Take advice on legal risks arising in relation to particular employees.

 

STEP 2: COMMUNICATE
· Write to employees confirming return to work arrangements and seek their agreement in writing

· Detail what steps you’re taking to protect health and safety in the workplace and what procedures you expect staff to follow on return to work.

· Have discussions with any employees who have difficulty in returning and confirm what arrangements will be put in place for them. 

· Write to any employees who are not returning to the workplace to confirm arrangements (e.g. working from home, continued furlough, unpaid leave etc.)

· Ensure any changes to terms and conditions are agreed with employees.

· Communicate any changes to policies, including any arrangements concerning planned and unplanned absences for the duration of the outbreak.

 

STEP 3: REVIEW
· Review working arrangements in practice and make any necessary adjustments to ensure that health and safety remains protected.

· Prepare for reimplementation of restrictions by maintaining a shut down contingency plan.

