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The Better Business for All (BBfA) partnership has used their knowledge and expertise to bring together resources from trusted
organisations to help guide you through the main considerations for restarting your business safely.

This COVID-19 Toolkit provides useful documents such as a risk assessment template and action plan, business checklists and
useful guides to help you.

The Better Business for All (BBfA) partnership toolkit aims to help Lincolnshire businesses become COVID-19 secure, resume
trading safely, and protect their staff and customers as lockdown is eased.

Please ensure you keep up to date with current Government guidelines relevant to the control of COVID-19 and check back often
to ensure you are following the latest version. Some of the guidance may not apply to you directly, but can be adapted to suit your
business.

This Toolkit has been collated from current Government guidance by staff across the BBfA partnership. Sources include:

1. CIEH
2. Gov.uk
3. Food Standards Agency

NOTE: The checklists contain examples of relevant controls based on current guidance. Although these should help give
you some direction, you should amend and add controls that are relevant to your specific business having completed your
risk assessment.


https://www.hertfordshirelep.com/what-we-do/priorities/business-support/better-business-for-all/
https://www.cieh.org/
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19
http://www.food.gov.uk/

Your first question should be: Can |l open?

Check if you are on the list of premises that should remain closed.
Prior to re-opening:

1 [If you cannot open yet, you should still start considering the risks and controls required to be in place once you are allowed to open.
1 Conduct arisk assessment specific to your business and complete the 6 CVWID secure €hecklist (if you have 50 or more

employees this should also be published on your website).

Business Advice and Support is available from Business Lincolnshire and Lincolnshire Regulators for businesses re-opening,
diversifying or manufacturing new products during the coronavirus pandemic.

The Lincolnshire Better Business for All (BBfA) partnership toolkit aims to help businesses become COVID secure, resume trading
safely, and protect their staff and customers as lockdown is eased.

These documents will be regularly updated in line with the latest Government guidelines. Please check back often to ensure you
are following the latest version. Some of the guidance may not apply to you directly, but can be adapted to suit your business.

For more advice on any of the above, please contact:

Your local Environmental Health Service: contact details are available via your district/borough council website, click on the authority name below
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https://www.gov.uk/government/publications/further-businesses-and-premises-to-close
https://www.hertfordshirelep.com/what-we-do/priorities/business-support/better-business-for-all/
https://www.west-lindsey.gov.uk/
https://www.e-lindsey.gov.uk/
https://www.sholland.gov.uk/
https://www.lincoln.gov.uk/
http://www.southkesteven.gov.uk/
https://www.n-kesteven.gov.uk/
https://www.lincolnshire.gov.uk/lincolnshire-fire-rescue
https://www.mybostonuk.com/
https://www.lincolnshire.gov.uk/
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Section 1: Risk Assessment and Action Plan

V1 01/07/20 | COVID-19 Risk A template Risk Assessment form for you to complete | Risk Assessment(HSE)
Assessment to record the contr_ols you have in place to pr(_-:-vent the Working Safely During Coronavirus A
spread of coronavirus at the workplace. Use in
conjunction with the action plan document to record Short
your findings and actions required. Guide (HSE)
Talking with your workers about
preventing coronavirus (HSE)
Working Safely During Coronavirus
Covid Secure Poster
V1 01/07/20 | 5 Steps to Working 5 steps to working safely will help you consider what
Safely to focus on when carrying out your risk assessment.
V1 01/07/20 | Action Plan A supplementary document to record all the actions
you need to carry out as a result of your risk
assessment. Use this alongside the risk assessment if
required.
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https://www.lincolnshire.gov.uk/downloads/file/4357/covid-19-risk-assessment
https://www.lincolnshire.gov.uk/downloads/file/4357/covid-19-risk-assessment
https://www.hse.gov.uk/simple-health-safety/risk/index.htm
https://www.hse.gov.uk/news/assets/docs/working-safely-guide.pdf?utm_source=govdelivery&amp;utm_medium=email&amp;utm_campaign=coronavirus&amp;utm_term=working-safely-4&amp;utm_content=digest-13-may-20
https://www.hse.gov.uk/news/assets/docs/working-safely-guide.pdf?utm_source=govdelivery&amp;utm_medium=email&amp;utm_campaign=coronavirus&amp;utm_term=working-safely-4&amp;utm_content=digest-13-may-20
https://www.hse.gov.uk/news/assets/docs/working-safely-guide.pdf?utm_source=govdelivery&amp;utm_medium=email&amp;utm_campaign=coronavirus&amp;utm_term=working-safely-4&amp;utm_content=digest-13-may-20
https://www.hse.gov.uk/news/assets/docs/talking-with-your-workers.pdf
https://www.hse.gov.uk/news/assets/docs/talking-with-your-workers.pdf
https://www.hse.gov.uk/news/assets/docs/talking-with-your-workers.pdf
https://www.hse.gov.uk/news/assets/docs/talking-with-your-workers.pdf
https://www.hse.gov.uk/news/assets/docs/talking-with-your-workers.pdf
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19
https://assets.publishing.service.gov.uk/media/5eb959f5e90e0708370f97f9/staying-covid-19-secure.pdf
https://www.gov.uk/guidance/nhs-test-and-trace-workplace-guidance?utm_source=3ad1e505-7776-4963-b366-f718239cf904&amp;utm_medium=email&amp;utm_campaign=govuk-notifications&amp;utm_content=immediate
https://www.gov.uk/guidance/nhs-test-and-trace-workplace-guidance?utm_source=3ad1e505-7776-4963-b366-f718239cf904&amp;utm_medium=email&amp;utm_campaign=govuk-notifications&amp;utm_content=immediate
https://www.lincolnshire.gov.uk/downloads/file/4347/5-steps-to-covid-19-risk-assessment
https://www.lincolnshire.gov.uk/downloads/file/4347/5-steps-to-covid-19-risk-assessment
https://www.lincolnshire.gov.uk/downloads/file/4344/action-plan

Section 2: Return to Work - Staff, Visitors and Customers

V1 01/07/20 |Staff Checklist A restart checklist to help you ensure your staff remain | Protecting Home Workers (including
well and fit to work. Including consultation, recognition | Display
of additional training needs and management of Screen Equipment) (HSE)
hygiene requirements in the workplace. Mental Health (CIEH)
Shielding of those most Vulnerable to
CoOVvID-19
Guidance for pregnant women
V1 01/07/20 | Travel to Work Matters requiring consideration for people who need to | Gov UK Travel Guidance
travel to and from work in vehicles and on public
transport.
V1 01/07/20 | Staff handbook We have started a staff handbook for you. This is to NHS Guidance
help communicate the main changes you have put in
place following your COVID-19 risk assessment. It
should include any new instructions staff need to
follow.
V1 01/07/20 | Personal Protective | The personal protective equipment overview gives a BSI guide to masks and face coverings
Equipment summary of the government guidance of the use of for use in the UK during the COVID-19
Overview PPE to protect against COVID-19 outside of health pandemic.pdf BSIF CE Certificate
care settings. This is being constantly reviewed. Checklist for PPE.pdf
Please keep up to date with the latest guidance.
V1 01/07/20 | Customer Checklist | A restart checklist to help you ensure customer access
and social distancing controls are in place.
V1 01/07/20 | Visitors Guide We have started a visitor guide to help you
communicate any controls you have put in place to
contractors and visitors coming into your business.
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https://www.lincolnshire.gov.uk/downloads/file/4353/staff-checklist
https://www.hse.gov.uk/toolbox/workers/home.htm
https://www.hse.gov.uk/toolbox/workers/home.htm
https://www.cieh.org/media/4153/covid-19-health-and-wellbeing.pdf
https://www.cieh.org/media/4153/covid-19-health-and-wellbeing.pdf
https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19
https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19
https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19
https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19
https://www.rcog.org.uk/en/guidelines-research-services/guidelines/coronavirus-pregnancy/covid-19-virus-infection-and-pregnancy/
https://www.lincolnshire.gov.uk/downloads/file/4354/travel-to-work
https://www.gov.uk/government/collections/coronavirus-covid-19-transport-and-travel-guidance
https://www.lincolnshire.gov.uk/downloads/file/4352/staff-handbook
https://www.nhs.uk/conditions/coronavirus-covid-19/
https://www.lincolnshire.gov.uk/downloads/file/4358/personal-protective-equipment-overview
https://www.lincolnshire.gov.uk/downloads/file/4358/personal-protective-equipment-overview
https://www.lincolnshire.gov.uk/downloads/file/4358/personal-protective-equipment-overview
https://www.bsigroup.com/globalassets/localfiles/en-gb/product-certification/personal-safety/bsi-guide-for-personal-safety-equipment-0520.pdf
https://www.bsigroup.com/globalassets/localfiles/en-gb/product-certification/personal-safety/bsi-guide-for-personal-safety-equipment-0520.pdf
https://www.bsigroup.com/globalassets/localfiles/en-gb/product-certification/personal-safety/bsi-guide-for-personal-safety-equipment-0520.pdf
https://www.bsigroup.com/globalassets/localfiles/en-gb/product-certification/personal-safety/bsi-guide-for-personal-safety-equipment-0520.pdf
https://www.bsigroup.com/globalassets/localfiles/en-gb/product-certification/personal-safety/bsi-guide-for-personal-safety-equipment-0520.pdf
https://www.bsigroup.com/globalassets/localfiles/en-gb/product-certification/personal-safety/bsi-guide-for-personal-safety-equipment-0520.pdf
https://www.bsigroup.com/globalassets/localfiles/en-gb/product-certification/personal-safety/bsi-guide-for-personal-safety-equipment-0520.pdf
https://www.bsif.co.uk/wp-content/uploads/2020/04/CE-Certificate-Checklist-2020.pdf
https://www.bsif.co.uk/wp-content/uploads/2020/04/CE-Certificate-Checklist-2020.pdf
https://www.lincolnshire.gov.uk/downloads/file/4350/customer-checklist
https://www.lincolnshire.gov.uk/downloads/file/4356/visitors-guide

Section 3: Return to Work - Premises and Utilities

Version |ssue

Document title

Purpose of document

Links to relevant guidance

Number Date

V1 01/07/20 Building Services Checklist to help identify and record checks on water,
and Utilities gas etc. necessary for a business that has been
Checklist closed for a period of time.
Vi 01/07/20 | Legionella_Checklist | Checklist to record actions taken on your hot and CIEH Legionnaire's disease
cold water systems. NOTE: Not suitable for larger Guide to Legionella and Legionnaires
businesses. disease
V1 01/07/20 | Work Area Checklist| This checklist will help you consider the management | Guidance on Social Distancing HSE
of social distancing in your workplace.
Posters:
Limiting the number of Customers
Keep 2m Distance when Queuing
Keep 2m Distance
V1 01/07/20 | Site Plan The aim of the site plan is to provide an overview of
all the locations within the site and the movements of
products, materials and people and hints and tips for
safe working practices.

Section 4: Return to Work - Personal Hygiene and Cleaning

Version Issue
Number Date

Document title

Purpose of document

Links to relevant guidance

V1

01/07/20

Cleaning and
Personal Hygiene

ChecKklist

A checklist to help identify additional cleaning and
personal hygiene arrangements necessary for
COVID-19 controls.

Hand washing video
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https://www.lincolnshire.gov.uk/downloads/file/4349/building-services-and-utilities-checklist
https://www.lincolnshire.gov.uk/downloads/file/4349/building-services-and-utilities-checklist
https://www.lincolnshire.gov.uk/downloads/file/4349/building-services-and-utilities-checklist
https://www.lincolnshire.gov.uk/downloads/file/4348/legionella-checklist
https://www.cieh.org/media/4208/legionella-guidance-covid-19.pdf
https://www.hse.gov.uk/legionnaires/
https://www.hse.gov.uk/legionnaires/
https://www.lincolnshire.gov.uk/downloads/file/4346/work-area-checklist
https://www.hse.gov.uk/news/social-distancing-coronavirus.htm
https://www.cieh.org/media/4183/covid-19-poster_1.pdf
https://www.cieh.org/media/4181/covid-19-poster_2.pdf
https://www.cieh.org/media/4182/covid-19-poster_3.pdf
https://www.lincolnshire.gov.uk/downloads/file/4351/site-plan
https://www.lincolnshire.gov.uk/downloads/file/4345/cleaning-and-personal-hygiene-checklist
https://www.lincolnshire.gov.uk/downloads/file/4345/cleaning-and-personal-hygiene-checklist
https://www.lincolnshire.gov.uk/downloads/file/4345/cleaning-and-personal-hygiene-checklist
https://www.youtube.com/watch?v=x3v521MTjio&amp;feature=youtu.be

Section 5: Return to Work - Daily COVID-19 checks

V1

01/07/20

COVID-19 Daily
Control Checks

A self-audit to record measures you have identified in
your risk assessment remains in place and to record
any corrective actions.

Posters and Social Media messaging
https://coronavirusresources.phe.gov.uk/

Section 6: Guidance for specific types of work

Visit Working Safely During Coronavirus for guidance on specific types of work to assist with your risk assessment and

consideration of appropriate COVID-19 workplace controls for:

NN

Construction and other outdoor work
Factories, plants and warehouses
Labs and research facilities

Offices and contact centres

Other peo p | bBotnes
Restaurants offering takeaway or delivery
Shops and branches
Guidance for people who work in or from vehicles.

Please note there are additional web links relevant to food businesses:

1 Food Standards Agency Advice: Food.gov.uk and Food Business Re-opening Checklist

¢ Chartered Institute of Environmental Health Advice: Working Safely in a food business (CIEH)
1 Government Advice: Gov.UK Guidance for Food Business during Covid 19
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https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19
https://www.food.gov.uk/
https://www.food.gov.uk/sites/default/files/media/document/reopening-checklist-for-food-businesses-during-covid-19-form.pdf
https://www.food.gov.uk/sites/default/files/media/document/reopening-checklist-for-food-businesses-during-covid-19-form.pdf
https://assets.publishing.service.gov.uk/media/5eb96e8e86650c278b077616/working-safely-during-covid-19-restaurants-takeaway-delivery-110520.pdf
https://www.gov.uk/government/publications/covid-19-guidance-for-food-businesses/guidance-for-food-businesses-on-coronavirus-covid-19
https://www.lincolnshire.gov.uk/downloads/file/4355/covid-19-daily-control-checks-v1
https://www.lincolnshire.gov.uk/downloads/file/4355/covid-19-daily-control-checks-v1
https://coronavirusresources.phe.gov.uk/

Section 7: Managing gueues at your business premises

Businesses that are currently open and trading from a public-facing shop or premises, or those that are planning to re-open soon
will need to consider how they manage queues both inside and outside their premises in regards to social distancing. Businesses
will need to build queuing into their risk assessment and put in place measures to reduce the risks to customers and members of
the public.

When managing queues:

Ensure you are able to maintain a distance of two support staff. If you do need security staff, please
meters between customers and shop assistants check Security Industry Authority (SIA) guidance
Let people enter the shop only in small numbers, to on whether they require an SIA licence.
ensure that social distancing is maintained around
your shop floor. Where pavements are narrow, or there are lots of
A Consider whether temporary barriers and floor shops in close proximity, the following could be
markings should be utilised and may become considered:
necessary to stop people joining an outside queue.
A Consider delivering goodg$ di r AcSpdaktornearby prenssesacamerk ®gether to
cars or provide a timed click and collect service manage possible shared queuing areas
A Queue control may be required outside of shops A Speak to your local council so you are aware of
and other premises; it is important to remember plans to close roads to vehicles and how additional
that O6your 6 queue does not get spasesuchaspakeg days cam beouseld e.g. for
businessds queue, and that t he ppople® passmata safesdistantei | |
allowed to remain substantially clear to allow other A If you expect a large queue as a result of your
people to use it (see below) businesses reopening, consider speaking to your
A Consider whether security staff may be required to local council about how to mitigate the risk

Please also see our FAQs and checklists for re-opening and trading safely, along with the Government guidance for shops
and branches: https://www.gov.uk/quidance/working-safely- during-coronavirus-covid-19/shops-and-branches
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https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/shops-and-branches
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/shops-and-branches

Section 8: Fire and Safety advice to businesses

Fire safety law is still applicable, namely the RR(RS)O 2005 and many premises, whether they
have remained open or not, are experiencing changes in risk. In all cases, premises should be
aware of these changes in risk and review their Fire Risk Assessments (FRA) accordingly, to
ensure they are suitable and sufficient. Responsible Persons (RPs) should always be reminded
to seek advice from a competent fire risk assessor where doubt exists.

It may also be advisable for the RP to consult with their insurers when considering risk
assessment and mi tigati on. It s h o u hotl to Hetermineo
compliance with the (RR(FS)O 2005, that remains with the FRS.

Closed premises

Although many premises are closed during the lockdown period, it is important that the following ‘
is considered:

A Risk of arson - Securing premises is important to reduce the risk of arson. This includes
removing any external sources of fuel or ignition which could cause fire spread. Ensuring
gates and fences are closed and locked as well as having working CCTV, security
systems and external lighting may help to prevent the anti-social behaviour which can

lead to arson.
A Shared Means of Escape - Securing a premises should not affect the means of escape

from other premises which are still open, from residential buildings or where wayleave
agreements are in place.

A Maintaining Fire Safety Measures - Some businesses are propping open fire doors to
minimise contact between staff and door handles. We do not recommend propping doors
open and advise Businesses to follow public health advice around regularly washing your
hands for around 20 seconds or more to minimise the spread of coronavirus.
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Premises about to re-open

With premises starting to re-open and operate again there are points which need to be considered regarding fire safety. On return
to premises it may be necessary to review and update the premises FRA to ensure it is current and reflects the way the premises is
operating. Points to be considered may include (not exhaustive):

A Where staffing and occupant levels have changed this

may affect evacuation arrangements in event of fire.

A Where parts of the premises are not being used or are

being used differently e.g. working and operating
practices may have changed due to rearrangement of
layouts, this may affect the means of escape.

Ensuring means of escape are easily available as they
may not have been used for some time or where an
escape route is shared, and other premises remain
closed.

have not been used, as these may have adversely
affected fire safety measures.

Reviewing storage and stock levels e.g. the amount
and positioning of stock.

Where fire safety measures have not been maintained
e.g. automatic fire alarm and detection systems or
automatic fire suppression systems and have not
received their routine servicing or testing.

Staff training 1 if this has not been undertaken for some
time or new staff have started, then they should be

A Reviewing measures implemented to increase provided with appropriate fire safety.
security/reduce the risk of arson whilst the premises

Once the FRA has been reviewed it is important any changes or updates are relayed to staff and occupants to ensure they are
aware of any changes and what to do in event of fire. We have available on our website a Fire Safety Check Sheet
https://www.lincolnshire.gov.uk/advice-support/fire-safety/1 that will help you cover the areas outlined above.

Vulnerable People

Staffing levels in care homes must be maintained to ensure emergency plans can be effectively managed and staff should
constantly monitor the situation in their premises.

If staffing levels are affected by COVID-19, care homes should review their risk assessment and emergency plan. If there is not

enough staff to support agycthercae hontersigodldconsult with theirtFire dRisk Assessar and devise
a suitable means to ensure that safety of residents and staff.
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https://www.lincolnshire.gov.uk/advice-support/fire-safety/1

Employers should continue to undertake and review their Personal Emergency Evacuation Plans (PEEPS) for their staff and where
relevant residents. This is particularly crucial in the care industry where residents may rely on staff to instigate evacuation
measures. In any case, procedures should be reviewed so that they accurately reflect the staff available. Such reviews must
carefully weigh the risks from fire and the ability of such businesses to operate safely.

If you have concerns about Fire Safety in the workplace please e-mail: fire.safety@lincoln.fire-uk.org.

Section 9: Cleaning in a Non-Food premises

To minimise the risk of the virus spreading you should:

Clean the site before you re-open

Clean work areas, surfaces and equipment frequently between use
Clean busy areas more often and more thoroughly

Restrict the use of items that are touched often

Provide more bins and empty them more often

Clear workspaces and remove waste and belongings from the area at
the end of a shift

Too Joo Joo Too o o

Frequently touched surfaces should be cleaned and disinfected regularly such as:

Handles and handrails

Debit card pin pads

Door handles

Screens on self-service checkouts
Light switches

Trolley/basket handles. etc.

= —a —a -—a -—a -2

In order for a disinfectant to work properly the surface it must be visually clean.
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