
 

 

 

Beyond COVID-19 Secure: Advice for Employers on 
Returning to the Workplace 

V2 Issued  12.05.20 

Please be advised: at the time of writing, the official Government advice remains that all individuals that can work 
from home should do so, those that cannot should return to work safely and that these businesses here should 
remain closed to the public. Official government on working safely during Coronavirus can be found here. Please 
continue to follow this guidance. This document offers  a summary of key considerations for businesses beginning to 

plan for a return to, or scaling up of, the workplace where in line with government guidance. 

Understanding Your Workforce 
Have you undertaken an assessment of your workforce requirements for the first phases or returning 
to the workplace? 

□ Identify which employees you will need to physically return to the workplace first and which can remain  
    working from home 

□ Identify which employees may face challenges returning to the workplace in the early stages e.g. those  
    classed as “at risk”, with caring responsibilities, concerned about travelling on public transport or  
    experiencing mental or physical health challenges 

□ Define the new social distancing policies that may you need to put in place e.g. for work stations and  
    social areas such as kitchens, canteens or staff rooms based on government guidance (click here) 

□ Identify any variations in shift patterns or varied hours might you make to support safe travel, employee  
    caring responsibilities and social distancing in the workplace 

□ Prepare for any redundancies or workforce restructuring, and associated legal considerations or  
    processes, that you will you need to put in place 
 

Preparing Your Physical Premises 
Have you undertaken a risk assessment of your premises to understand how compatible it is with 
social distancing guidance?  

□ Undertake a COVID-19 Secure risk assessment using Health & Safety Executive Guidance (click here) 
□ Identify the physical changes that you may need to make to your workplace in order to implement social  
    distancing e.g. 2 meters between desks or work stations, 2 meter floor markings, limiting entry & exit  
    points, based on government guidance (click here) 

□ Consider your approach to providing Personal Protective Equipment and/or installing screens to  
    safeguard employees e.g in reception areas or at counters  

□ Confirm your approach to providing hand sanitiser and/or cleaning products for employees 

□ Identify signage you will need to put up to communicate your COVID-19 Secure notice and key social distancing 
policies and hygiene policies 

□ Determine what cleaning regime you will put in place to minimise the risk of transmission e.g. special  
    attention to high traffic areas, bathrooms and kitchens and key touch points such as door handles, lift  
    buttons and banisters 
 

Engaging Your Employees 
What activity and support will you need to put into place to support your employees with this 

transition? 

□ Determine how you will reintegrate furloughed employees 

□ Review and define the support you will offer to employees who may be experiencing poor mental health  
    and wellbeing 
□ Prepare for how you will communicate and monitor adherence to new social distancing policies with your  
    employees 
  

https://www.gov.uk/government/publications/further-businesses-and-premises-to-close/further-businesses-and-premises-to-close-guidance
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19
https://www.greaterbirminghamchambers.com/coronavirus-update/coronavirus-returning-to-the-workplace/
https://www.hse.gov.uk/news/working-safely-during-coronavirus-outbreak.htm
https://www.greaterbirminghamchambers.com/coronavirus-update/coronavirus-returning-to-the-workplace/
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□ Determine how you will continue to monitor employee safety and wellbeing throughout this next period 

□ Consider how you will support engagement and team working within a workforce that may be a mix of  
    remote working and in the workplace 

□ Consider how you will seek to understand and respond to any employee concerns or ideas relating to  
    returning to the workplace 
 

Embedding Effective Working Practices 

How can you ensure that any positive lessons learned about working practices are embedded long 
term? 

□ Identify what has worked well during this time e.g. remote working, limiting travel, digital meetings 

□ Agree what as a business you want to take forward into your new working practices 

□ Determine how will you ensure this these new or improved practices are embedded 

□ Review and consider any other lessons learned or opportunities presented by this enforced  
    transformation to working practices 
 

Communicating With Your Customers 

How will you let your customers know about your new policies and the capacity in which you are 
currently working at? 

□ Communicate your new approach to operating safely to your customers 

□ Consider how you will manage any expectations regarding order volumes or service levels during this period of 
transition (if applicable) 
 

Keeping Your Workforce Safe 

How would you respond if a case of COVID-19 is identified in your workplace? 

□ Ensure your databases of emergency contact details & higher risk employees are kept up to date on a  
    regular basis  

□ Ensure staff and managers understand and are able to recognise the symptoms of COVID-19 and  
    understand what to do if a case is identified  

□ Communicate the circumstances under which staff (and customers/contacts meeting your staff) should  
    inform your organisation about potential exposure to COVID-19 

□ Clarify your policy on contacting staff in the event of a case of COVID-19 being identified in your  
    workplace 

□ Clarify your policy on employee communication, support and workplace cleaning policies if a case of  
    COVID-19 is identified in your workforce 
 

 

For further advice and guidance please visit www.greaterbirminghamchambers.com/coronavirus

https://www.gov.uk/government/publications/further-businesses-and-premises-to-close/further-businesses-and-premises-to-close-guidance
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19


 

 

About the Greater Birmingham Chambers of Commerce 

The Greater Birmingham Chambers of Commerce (GBCC) is a 
membership-led, business support organisation that has acted as 

the voice of local businesses since 1813. Today, we continue to 
connect, support and grow local businesses.  

We are one of the largest Chambers in the country with more than 
3,200 member companies covering six geographic areas across the 
region (Birmingham, Burton, Chase, Lichfield and Tamworth, 

Solihull and Sutton Coldfield) and four themed divisions (Asian 
Business Chamber of Commerce, Future Faces, Commonwealth 
Chamber of Commerce and the Transatlantic Chamber of 
Commerce).  

Throughout this unprecedented and challenging period the Greater Birmingham Chambers of 

Commerce (GBCC) will be working hard to #KeepBusinessMoving. This document is  part of a suite of 
activity which we are delivering including producing resources to support businesses in adapting to the 
current situation, lobbying on our members’ behalf and safeguarding our members & staff.   

 

Useful Resources & Guides 
 

 

 

 

 

 

Business Q&A: Coronavirus (COVID-19) 
In this guide you will find information on the following: 

1. Should my business reopen? 
2. What are the symptoms of Coronavirus (COVID-19) 
3. What measures can businesses take to help reduce the spread of Coronavirus (COVID-19)? 
4. What should your organisation do if someone in your workplace is experiencing Coronavirus 

(COVID-19) like symptoms? 
5. What should your organisation do if someone in your organisation has travelled to an affected 

area or had close contact with an individual who has been diagnosed with Coronavirus (COVID-

19)? 
6. What should your organisation do if someone in (or who has recently visited) your organisation 

is diagnosed with Coronavirus (COVID-19)? 

7. What are “higher risk” employees? 

GOV.UK 
Official government advice working 
safely through COVID-19 here 

British Chambers of Commerce 
Business briefings and Q&As here 

CIPD 
A guide to returning to the workplace 
after COVID-19 here 

acas 
Best practice advice for employers on 
supporting their employees here 

https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19
https://www.britishchambers.org.uk/page/faqs-on-uk-government-support-measures?k=989aa32f17d663c38c3307741deaf2905b0570f1
https://www.cipd.co.uk/knowledge/fundamentals/emp-law/employees/workplace-guide-returning-after-coronavirus
https://www.acas.org.uk/coronavirus/good-practice-steps-for-employers


 

 

1. Should my business reopen? 

The Government has advised these businesses (click here) should remain closed to the public (although 
takeaway and delivery services are still able to continue at this time). Businesses not on this list may 
remain open or reopen at this time and employees are now encouraged to leave their homes to travel 
to work if it is absolutely not possible to work from home (avoiding public transport where possible).  

Where employees can physically work from home they should remain working from home. Where 

employers do need employees to physically be on site they should follow the guidance listed above and 
here on making their business COVID-19 Secure.  

2. What are the symptoms of Coronavirus (COVID-19)? 
Common signs of infection include respiratory symptoms, fever, cough, shortness of 

breath and breathing difficulties. 

Many individuals experience mild to moderate symptoms although more severe symptoms such as 
pneumonia or even death can occur. The elderly and immunocompromised are significantly more at 
risk of experiencing severe symptoms.  

3. What measures can businesses take to help reduce the spread of Coronavirus (COVID-19)? 

The Government is continuing (at the time of writing: 12th May 2020) to advise that all employees 
who can work from home should do so in order to delay the spread of the virus. 
 

Employees that cannot work from home are now encouraged to return to the workplace where 
possible and employers are required to take steps to make their workplaces COVID-19 Secure. The 
Government has released detailed guidance on how this can be achieved in different types of 
premises. Key responsibilities for all employers include: 

 
For a GBCC briefing paper on employers’ responsibilities on working safely through COVID-19 click 
here. For the official government advice working safely through COVID-19 click here. 

 
4. What should your organisation do if someone in your workplace is experiencing Coronavirus 

(COVID-19) like symptoms? 

The current Government advice (as of 12th May 2020) is for all individuals experiencing symptoms 
similar to Coronavirus (COVID-19) such as a fever or persistent cough should self-isolate initially for 7 
days. At that point, individuals that do not have a high temperature, do not need to continue to self-

isolate. Individuals that do still have a high temperature, keep self-isolating until their temperature 
returns to normal. 
  
In addition, anyone who has a member of their household develop the above symptoms should self-

isolate for 14 days.  
 
There are many common viruses which produce symptoms similar to COVID-19 and these symptoms 

alone do not mean that the individual in question has the virus but it is a prudent step being taken to 
delay the spread of the virus. 
 

https://www.gov.uk/government/publications/further-businesses-and-premises-to-close/further-businesses-and-premises-to-close-guidance
https://www.greaterbirminghamchambers.com/coronavirus-update/coronavirus-returning-to-the-workplace/
https://www.greaterbirminghamchambers.com/coronavirus-update/coronavirus-returning-to-the-workplace/
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19


 

 

It is advised that individuals self-isolating in response to official Government guidance should be paid 

Statutory Sick Pay or (where viable, the employee feels well and in line with your organisation’s 
policies) work from home.  
 

We would recommend communicating to staff that, should they experience the above symptoms they 
should call your workplace in line with your standard staff  sickness policy and not attempt to physically 
go in to work.  

 
If an individual reports experiencing these symptoms it would be good practice to 1) explain that they 
will need to self-isolate, what that will involve and your organisation’s policy on it, 2) if they are in the 

premises, ask them to depart by private transport as soon as possible in order to minimise exposure to 
colleagues (or move them to a private room if they are unable to leave immediately), 3) ask them to use 
the NHS 111 online service here on arrival at home and 4) thoroughly wipe down surfaces in your 
premises in the vicinity to which they have been working with cleaning products as a precaution and 

encourage those who have had close contact with them to wash their hands for 20 seconds and be 
vigilant to viral symptoms.  
 

5. What should your organisation do if someone in your organisation has travelled to an affected 
area or had close contact with an individual who has been diagnosed with Coronavirus (COVID-
19)? 

Individuals returning from prescribed areas should self isolate for 14 days.  The Government issues 
regularly updated guidance on which countries this applies to (click here). 
 

Individuals who have had close contact with an individual who receives an official diagnosis of 
Coronavirus (COVID-19) should self isolate for 14 days. 
 

It is advised that individuals self-isolating in response to official Government guidance should be paid 
Statutory Sick Pay or (if the employee feels well, with their consent and in line with your organisation’s 
policies where viable) work from home.  
 

We would recommend communicating to staff that, should they experience either of the above, they 
should inform your workplace as soon as possible.  
 

If an individual reports experiencing either of the above it would be good practice to 1) explain that they 
will need to self-isolate, what that will involve and your organisation’s policy on it, 2) if they are in the 
premises, ask them to depart by private transport as soon as possible in order to minimise exposure to 

colleagues (or move them to a private room if they are unable to leave immediately), 3) ask them to use 
the NHS 111 online service here on arrival at home and 4) wipe down surfaces in your premises in the 
vicinity to which they have been working with cleaning products as a precaution and encourage those 

who have had close contact with them to wash their hands for 20 seconds and be vigilant to viral 
symptoms.  
 

6. What should your organisation do if someone in (or who has recently visited) your 

organisation is diagnosed with Coronavirus (COVID-19)? 

https://111.nhs.uk/covid-19
https://www.gov.uk/government/publications/covid-19-specified-countries-and-areas/covid-19-specified-countries-and-areas-with-implications-for-returning-travellers-or-visitors-arriving-in-the-uk
https://111.nhs.uk/covid-19


 

 

If an employee or individual who has recently visited your organisation is diagnosed with Coronavirus 

(COVID-19) your local authority public health protection team will contact your organisation (click here 
to find your local public health protection team). They will undertake a risk assessment and issue further 
advice. It is considered unlikely that your workplace would have to close with guidance likely to be 

focused on cleaning and self-isolation for identified individuals.  
 

7. What are “higher risk” employees? 

Individuals with an underlying medical condition, aged over 60, who are pregnant or undergoing medical 
treatment may be deemed more at risk of potentially serious complications if they contract Coronav irus 
(COVID-19). The government has also published guidance on individuals who are extremely clinically 

vulnerable to COVID-19 here. Your organisation may wish to offer additional engagement and support 
to employees in these categories to ensure that they are safeguarded appropriately.  
 
 

 
 

For More Information Please Contact 
Henrietta Brealey, Director of Policy & Strategic Relationships, Greater Birmingham Chambers of Commerce, 

H.Brealey@Birmingham-Chamber.com, www.greaterbirminghamchambers.com 

https://www.gov.uk/guidance/contacts-phe-health-protection-teams
https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19
mailto:H.Brealey@Birmingham-Chamber.com
http://www.greaterbirminghamchambers.com/

