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Re-Opening Guidance 

As food businesses begin to re-open, the safety of teams and customers is more important than ever. 

Updates and changes are being made daily and this guidance will be updated in order to reflect this, therefore please 
regularly check our website and LinkedIn pages. If you require HACCP plans or risk assessments for takeaway, display for 
sale and retail or working from home these can also be found on our website and on LinkedIn on our COVID-19 Support 
Pack 1. 

Businesses with more than 5 employees must undertake a specific risk assessment relating to COVID-19 The latest 
Government advice also indicates that businesses over 50 employees should consider publishing their risk assessment 
findings on their website. A copy of an example risk assessment can be found within the Appendices, however it is important 
to note that this should be made specific to the business and backed up by the completion of all relevant steps and 
associated monitoring forms within this pack. 

Updated Guidance 
This information has been compiled utilising information from Government guidance, Trade Bodies and industry best 
practice. The exact approach may vary from business to business, in line with your operation, but should as a minimum 
comply with the Government advice set out for COVID secure workplaces which can be found here. 

Enforcement 
Where the enforcing authority, such as the HSE or your local authority, identifies employers who are not taking action to 
comply with the relevant public health legislation and guidance to control public health risks, they are empowered to take a 
range of actions to improve control of workplace risks. For example, this would cover employers not taking appropriate 
action to ensure social distancing, where possible.  

Failure to complete a risk assessment which takes account of COVID-19 or completing a risk assessment but failing to put in 
place sufficient measures to manage the risk of COVID-19, could constitute a breach of health and safety law. The actions 
the enforcing authority can take, include, the provision of specific advice to employers to support them to achieve the 
required standard, through to issuing enforcement notices to help secure improvements. Serious breaches and failure to 
comply with enforcement notices can constitute a criminal offence, with serious fines and even imprisonment for up to two 
years. There is also a wider system of enforcement, which includes specific obligations and conditions for licensed premises.  

2m vs 1m+ 
The revised guidance will help to ensure that as many people as possible comply with social distancing guidelines (2m, or 1m 
with risk mitigation where 2m is not viable, is acceptable). The mitigation measures set out must be followed in order to help 
prevent spread of COVID-19 and ensure a safe environment for all. These measures include: 

• Ensuring both team and customers who feel unwell stay at home and do not attend the venue. 
• Increasing the frequency of handwashing and surface cleaning. 
• Making every reasonable effort to enable working from home as a first option. Where working from home is not 

possible, workplaces should make every reasonable effort to comply with the social distancing guidelines set out by the 
government (2m, or 1m with risk mitigation where 2m is not viable. You should consider and set out the mitigations you 
will introduce in your risk assessments).  

• Where the social distancing guidelines cannot be followed in full, in relation to a particular activity, businesses should 
consider whether that activity needs to continue for the business to operate, and if so, take all the mitigating actions 
possible to reduce the risk of transmission between their staff.  

• Further mitigating actions include: 
o Further increasing the frequency of hand washing and surface cleaning. 
o Keeping the activity time involved as short as possible. 
o Using screens or barriers to separate workers from each other and workers from customers at points of service. 
o Using back-to-back or side-to-side working (rather than face-to-face) whenever possible. 
o Reducing the number of people each person has contact with by using ‘fixed teams or partnering’ (so each person works 

with only a few others).  
• Finally, if people must work face-to-face for a sustained period with more than a small group of fixed partners, then you 

will need to assess whether the activity can safely go ahead. No one is obliged to work in an unsafe work environment.  
• In your assessment have particular regard to whether the people doing the work are especially vulnerable to COVID-

19. 

http://surefootsolutions.com
https://www.linkedin.com/company/surefoot-solutions
http://surefootsolutions.com
https://www.linkedin.com/company/surefoot-solutions
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Navigating this Document 

Please read through the document in full, as we have packed it full of tips, best practice and resources for all business types. 
All SureFoot documents referenced can be found both at the back of this pack, and on our website. To quick jump to a 
specific section, use the links below: 

Introduction to COVID-19 
Specific Visitor and 

Employee Health 
Questionnaire 

Travelling to the 
Workplace 

Changing, 
Handwashing, Uniform, 

Masks and Cleaning 

Team Members -Family 
Units and Distancing 

Deliveries into Site 

Breaks Dine In Controls Takeaway Visitors Policy 
Emergency Situations 
& Delivering First Aid 

Suspected COVID Case 
Whilst Working Onsite 

Team Morale and 
Wellbeing & Team 

Communication 

Delivery and Meal 
Box Guidance 

Industry Specific -
Guidelines 

SureFoot Shop Safety Support Packages 
COVID-19 Business Risk 

Assessment  

Legionella Checks for 
Reopening& Risk 

Assessment 

Risk Assessment for 
Vulnerable Team Members 

Risk Assessment for Team 
Travel 

Risk Assessment for 
Delivering Takeaway 

Reopening Checklist 

Daily Checklist Team Checklist 
COVID-19 Specific Visitor 

and Employee Health 
Questionnaire Template 

Visitor Sign-In Policy 
HACCP for Delivering 

Takeaway 

Customer Information 
Statement 

Booking Confirmation – 
what to expect on arrival 

example 
Family Unit Log 

Hourly Sheet – 20 Minute 
Cleaning Log Masks – Safe Use Poster 

NEW: Summary of Updates 
For ease of use, update throughout the document can be found in blue text 

Gathering contact details of one lead member from guest party is a legal requirement as of 14th September 2020 
Indoor or outdoor gatherings of two or more households (or support bubbles) are now limited to a maximum of 6 persons as of 14th 
September 2020 

References to 2m changes to 1m+ throughout, on the basis of mitigation measures being followed only. If these are not being adhered to, 
2m distancing will still apply. 
NOTE: This version has been created specifically for England and in line with the English guidance 

Suspected COVID-19 

Cases Non Team 

Hosting Groups Suspected Cases 
Process Flowcharts 
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COVID-19 Specific Visitor and Employee Health Questionnaire 

The safety of employees, supplier partners, customers, families and visitors to sites remain the overriding priority. 
Symptoms of COVID-19 are currently considered to include some, or all, of the following: 

Fever Sore Throat Difficulty Breathing 
Cough Respiratory Illness Loss of sense of smell / taste 

To prevent the spread of COVID-19 and reduce the potential risk of exposure to our workforce and visitors, a simple 
screening questionnaire should be conducted before team members return to work or visitors are granted access to site. 
Click and collect / takeaway customers and delivery drivers will not be required to complete these forms, but should adhere 
to good personal hygiene, follow distancing measures and not visit site if they are known to be unwell. 

Team members who are considered to be clinically extremely vulnerable should work from home if their role allows, but 
should not travel to, or work at site. Those who are clinically vulnerable may return to work, but only in the safest possible 
roles where some amends may be required to their duties. Further information can be found within the questionnaire in the 
Appendices. 

Where a business is currently closed, all team members including Management should complete this form prior to re-
commencing work. By completing the form remotely, unnecessary travel and risk can easily be avoided, as well as ensuring 
that those with symptoms can recover safely at home or in the hospital.  

The COVID-19 health questionnaire only covers COVID-19 and should not be used to cover other suspected illness 
symptoms, such as vomiting and diarrhoea. A normal return to work questionnaire should be used for any normal fitness to 
work concerns, including vomiting or diarrhoea.  

Those asked to self-isolate as part of the NHS Test and Trace programme should do so and inform their Line Manager. There 
is no requirement for additional team members to complete a precautionary self-isolation if distancing measures have been 
adhered to. 

Temperature checking of team members is not included as a recommended control within Government guidance, however if 
this is in place a suitable thermometer designed for checking human body temperature must be used. Any equipment must 
be adequately cleaned and sanitised between users and checks to prevent any accidental contamination. 

Travelling to the Workplace 

Team safety is imperative; therefore, all team members should be trained on the safest way to travel to and from site before 
starting work. A full risk assessment for this can be found in the appendices.  

Where possible travel to and from site should be done at the quietest time. This may mean re-designing shift patterns to 
reflect a more unusual format to allow for better travel times. i.e. where a team member may have previously worked 9 – 5 
perhaps change to 9.20 – 5.20. Ensure the team use the quietest possible mode of transport, perhaps even organising 
private minibuses or car runs where possible. Team members should ensure that physical distancing is implemented 
throughout the journey wherever possible.  

Upon arrival at site, the team member must change and wash their hands immediately as outlined in the uniform guidance 
above.  When returning home, the team member should remove their travel clothing and shoes immediately and place 
clothing in the wash. Hands should be washed, and phones and their cases wiped with antibacterial soap if they were used 
during travel.  

Face coverings should be worn on public transport in line with Government advice unless an individual is medically exempt. 
These face coverings are not required, nor recommended, to be medical grade as medical PPE should be reserved for those 
in hospital or care settings. 

If team members are required to stay overnight as part of their role, checks should be made to ensure that the premises are 
COVID secure and a log of who stayed, when and where should be maintained by the employee’s business as well as the 
accommodation provider. 
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Changing, Handwashing, Uniform, Masks and Cleaning 

Changing 
Upon arrival at work thorough handwashing using hot water and liquid soap should be completed. An adequate supply of 
clean uniform should be provided which has been professionally laundered. 

Team must change into uniform immediately upon entering the site and store their travelling clothes in a separate area to 
clean items, so as to avoid any cross contamination. Ensure the dirty and clean areas are marked out clearly for team and 
only one team member should use the changing room at one time. A staggered arrival system (see above) should be used to 
prevent bottlenecks and compromising distancing principles. 

Any personal belongings, including phones, should be stored away and not brought into the normal working environment. 
We recommend placing these in a Tupperware box which is stored in the locked office for the shift. If required whilst on shift 
then these items must be fully sanitised before using.  

Hand Washing and Personal Hygiene 
We would not recommend the use of hand sanitisers or gloves within 
the kitchen (unless for single use i.e. picking up raw meat etc), as nothing 
is as good as rigorous hand washing procedures. However, for front of 
house areas we do recommend having hand sanitiser stations for front 
of house and customers / delivery drivers etc, which are placed at key 
contact areas such as; doorways, entrances, collection points. 

The legal requirement for hot and cold running water remains.  If any of 
the following cannot be provided, even on a short-term basis, the 
business should not trade. This includes preparation and cleaning, as 
well as service: 

• Hot and cold running water 
• Liquid anti-bacterial soap 
• Means of drying, such as blue paper 

Effective and thorough handwashing is a key control, not only in restricting the spread of COVID-19 but also other bacterial 
contamination. 

Toilets should still remain operational, but distancing should be operated in the queueing area and additional cleaning should 
take place more regularly as per the 20 minute cleaning schedule. Designate a specific person to complete cleaning of toilets 
to prevent potential transfer of any bacteria or virus amongst multiple team members. Where possible, paper towels are 
recommended over hand dryers to help prevent potential spread. 

Uniform 
Team must travel into work in separate clothes to those that they will be wearing inside the site, this includes shoes.  

Front of house who do not wear a specific uniform should carry separate clothing into work in a sealed bag (backpack etc) to 
change into upon entering the site.  

All kitchen team uniform should be laundered by professionals. Ensure that the laundering provider follows disinfection 
guidelines when cleaning (thermal process 1: 85oC for 15 minutes 2: 90oC for 10 or 3: 70oC for 25 minutes). 
Where this is not possible uniforms should be washed at temperatures above 60°C or using a laundry sanitising agent. If a 
high temperature is not possible, leave the laundry in a bag in a safe place for 72 hours and then wash as normal. 

Once the shift is finished, uniform should be removed, and clothes used for travel placed back on for leaving.  
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Masks 
When considering use of masks, we currently recommend following the WHO and PHE guidelines which states medical 
grade masks are only for use by health care workers. Although there is currently no robust scientific evidence that a general 
public mask blocks the virus, we understand the psychological safety net they can bring.  

It is important to know that the evidence of the benefit of using a face covering to protect others is weak and the effect is 
likely to be small, therefore face coverings are not a replacement for the other ways of managing risk, including minimising 
time spent in contact, using family units for close-up work, and increasing hand and surface washing. These other measures 
remain the best ways of managing risk in the workplace and Government would therefore not expect to see employers 
relying on face coverings as risk management for the purpose of their health and safety assessments.  

There is no legal requirement to wear masks in the workplace and this is optional only (note: this guidance will vary 
according to workplace and may be mandatory in other industries). It should be remembered that masks are unlikely to 
prevent the wearer from any potential transmission from others, but rather to protect others from them. 

If you do want to provide them then we advise against providing the team with high quality medical masks if it in any way 
hinders potential supply to the NHS and care workers.  

If worn and used incorrectly, masks can become a source of infection. Therefore, if you are going to provide them, we would 
recommend doing so with strict instructions on how to put on, how to wear and how to dispose of them. It is  encouraged 
that all team members to watch this video before beginning use.  It should also be made clear that if wearing a mask into 
work, then this is changed when arriving at work for a fresh mask.  

There is a poster on mask use within the appendices which can be used to display back of house.  

Cleaning 
Cleaning is essential in preventing any bacteria and viruses from laying dormant on surfaces and equipment.  

What to use? 

Frequent cleaning must be completed with a cleaner capable of killing SARS-CoV-2.  

Disinfectant, sanitiser and hand wash must have a viricidal claim and sanitisers should comply with EN14476. If using hand 
sanitisers, they must be over 70% alcohol content. Where use of alcohol gel is not permitted due to religious reasons, and 
alternative may be provided but this must still comply with EN14476 or handwashing facilities must be provided. 

Aggressive spray bottles of disinfectant on a surface should be avoided to minimise the risk of spreading any virus. Use a soft 
spray or pouring technique. 

Note – a lot of these items have a long lead time so should be ordered sooner rather than later.  

When using machines, such as glasswashers ensure that during rinsing, temperatures above 60 °C are reached, for 
disinfection of crockery and glasses.  

When to use? 

We recommend including a bleeper system for handwashing, cleaning down of surfaces and equipment every 20 minutes. 
Teams must be reminded this is not instead of, but in addition, to the regular hand washing and cleaning completed as per 
normal procedures.  

Cleaning of surfaces must include all commonly touched areas; kitchen work tops, tables, door handles, toilet doors, toilet 
flush handles, light switches, keyboards, any phones in use (team phones must be shut away during working time), delivery 
tablets, tills, all contact surfaces and kitchen utensils. 

In the back office, many people could be sharing the phone, keyboard, mouse, and the desk. It is important to provide 
cleaning materials easily accessible to the office as well as other staff and customer areas. 

https://www.youtube.com/watch?time_continue=5&v=M4olt47pr_o&feature=emb_logo
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Cleaning of Rooms and Accommodation 

Where rooms or accommodation are occupied, maintaining high standards of hygiene will help to prevent spread of any 
illness. Much is still unknown, but it is likely that the risk associated with the viruses is significantly lessened after 72 hours. If 
there has been a confirmed case, it is therefore prudent to wait 72 hours before entering the area so as to limit exposure. 

When specifically considering COVID-19 factors influencing infection include: 

• the type of surfaces contaminated 

• the amount of virus shed from the individual 

• the time the individual spent in the setting 

• the time since the individual was last in the setting

It is vital to both protect both those staying within these spaces, and those responsible for cleaning them. 

Personal Protective Equipment (PPE) 

Possible or Confirmed Individual Cases 

The minimum PPE is disposable gloves and an apron. Hands should be 
washed with soap and water for 20 seconds after all PPE has been removed. 
This includes public areas where a symptomatic person has passed through 
and spent minimal time, such as corridors, but which are not visibly 
contaminated with body fluids.

Higher Risk Cases  
(such as hotel rooms or if there is visible contamination with bodily fluids) 

Where a higher level of the virus may be present due to prolonged stay 
within the space, additional eye, mouth and nose protection should be 
provided in addition to disposable gloves and an apron. It is not permitted to 
enter the room whilst the infected person is still present. 

Cleaning Equipment 

Using a disposable cloth, first clean hard surfaces with warm soapy water. Then disinfect these surfaces with the cleaning 
products you normally use. Pay particular attention to frequently touched areas and surfaces, such as bathrooms, grab-rails 
in corridors and stairwells and door handles 

Use disposable cloths or blue roll and disposable mop heads, to clean all hard surfaces, floors, chairs, door handles and 
sanitary fittings, following one of the options below: 

Either, a combined detergent 
disinfectant solution at a dilution of 
1,000 parts per million available 
chlorine 

A household detergent followed 
by disinfection (1000 ppm av.cl.). 
Follow manufacturer’s 
instructions for dilution, 
application and contact times for 
all detergents and disinfectants 

If an alternative disinfectant is used 
within the organisation, this should be 
checked and ensure that it is effective 
against enveloped viruses  

Any cloths and mop heads used must be disposed of and should be put into waste bags as outlined below. When items 
cannot be cleaned using detergents or laundered, for example, upholstered furniture and mattresses, steam cleaning should 
be used. Any items that are heavily contaminated with body fluids and cannot be cleaned by washing should be disposed of. 

Disposing of Contaminated or Potentially Contaminated Waste 

• Place waste in a double bagged plastic rubbish bag / bin liner 
• Keep in a dedicated, secure place until either; negative results are obtained OR 72 hours have passed 
• If neither of these are feasible, arrange for Category B infectious waste collection and follow the instructions 

provided 

Ventilation 

Air conditioning systems which re-circulate air are not recommend. Natural ventilation, such as opening windows and doors 
should always be used as the preferred option and only utilise air-con where absolutely necessary. 
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Team Members – Family Units and Distancing 

The enhanced medical questionnaire should be completed before any team member begins work and it is recommended that 
it is re-completed every 2 weeks (please find enhanced questionnaire within appendices).  

When team members begin working on site, we have outlined the different options 
below. Family units, physical distancing or part family units and part physical 
distancing.  Working in shift or group patterns will help to minimise the number of 
team members interacting with each other. 

Setting up your team 

If possible, physically distance the team by 2m whilst working on site at all times, if 
this cannot be achieved, then the team should operate with 1m+ distance with 
further controls of frequent handwashing, frequent surface cleaning and back to 
back or side to side working. If these controls with the 1m+ distance cannot be 
achieved then the team in question should work as a family unit.  

Family Units  

We encourage sites to operate as ‘family units’ due to most kitchens not being able 
to lend themselves to physical distancing. Each family unit equals one shift team. 
We do not recommend team members are utilised at different sites and we also 
recommend where possible each family unit sticks to the same shift pattern. For example: Blue Team is Chef A, Chef B and 
Waiter A and they work Monday AM, Tuesday AM, Wednesday AM. Red Team is Chef C, Chef D and Waiter B and they 
work Monday PM, Tuesday PM, Wednesday PM. Blue team members only work with their blue team counterparts and vice 
versa. This limits the amount of team members required to self-isolate if one falls sick. A family unit log can be found in 
appendices. 

If one team member becomes sick, the entire team unit (i.e. blue team) must follow the self-isolation guidelines (10 days for 
infected, 14 days if unknown, see image). The new team brought on shift must complete a full sanitisation of the site before 
re-starting operation.  

Due to this, we do not recommend that Head Office staff, including Operations Managers and Area Chefs, travel to multiple 
sites as if they are carrying the virus it will affect a wider number of the team, potentially placing more at risk and resulting in 
significant operational disruption. If other members of the business are completing car runs to bring team members to work, 
then they need to be classed as part of their family unit and subject to the same self-isolation should the need occur. 
Remember the normal 48 hours symptom free exclusion still applies for vomiting and diarrhoea symptoms.  

Physical Distancing  

If physical distancing of the team is possible, then this should be put in place. To implement this a floor plan should be used of 
the site to mark out the areas where each team member will work, these marked out lines should also be placed on the floor 
within the site with tape and one-way routes and restricted access may be introduced. All processes should be trained to the 
team before starting work.  

You may wish to complete a combination of physical distancing controls and family units, particularly if there are certain 
sections of the kitchen or site where physical distancing is not possible. For example; the kitchen team may operate as family 
units and any front of house or management instead complete physical distancing. If this is the case then both the physical 
distancing systems and family log must be completed.  

Spacing of work areas will assist with maintaining distancing guidelines.  Equipment can be included within distancing 
calculations, however health and safety precautions (such as manual handling) should be considered when re-designing 
layouts or relocating furniture and equipment. Utilise a radio, bell or buzzer system to prevent calling service, to reduce to 
transmission risk from airborne particles. 
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Area for dishes to be placed for 
other KM to access if required 

Example site floor plan with distancing marked out: 

Kitchen Plan: 

Key:  
KM – kitchen member  

While creating a plan, things to consider are –  

• Only rota on the minimum required amount of team members at any given time, wherever possible only have one 
kitchen member on shift. 

• Stagger the rota for team members to arrive at different times so as to avoid bottle necks around entrances and 
changing areas where possible 

• Prior to starting work unlock any locked or combination held doors to keep hand contact to a minimum (unless this 
poses a significant security risk), fire doors should not be wedged open 

• Ensure each team member can access a hand wash basin without crossing into another kitchen members area 
• Each kitchen member must have hand sanitiser, surface sanitiser, a probe and probe wipes for their area 
• Consider areas based on kitchen members being able to create whole dishes from their individual sections to 

prevent the transfer of items and touching 
• Stagger shift start times to allow minimal numbers of the kitchen team to complete any prep required prior to 

service, rather than having several team members completing the same task at once 
• Delegate the closest kitchen member to dry store, walk in fridge etc to collect all required stock 
• Designate who will use entrance and exits as much as possible to avoid any cross over. In the event of an emergency, 

such as a fire, the nearest exit should be used regardless of location 

For front of house set up there is an example layout in the Take Away section. 

If a team member has contracted COVID-19 from another team member then this is RIDDOR reportable. If using the 
SureFoot Portal then please submit this incident immediately on the system and we shall be in contact if required. If you are 
not a client and need support with this then contact our hotline on 0207 4344535. 

K
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Cook Lines 

Areas of work should be marked out on the floor to ensure kitchen members do 
not cross over each other. Designated equipment to each kitchen member or 
ensure all equipment is placed in neutral zones to access.  

D
o

o
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Fridge units  

KM  A 

Kitchen Equipment 
for B & C 

Each team member must ensure they are physically distancing from others. Equipment and 
stations can be in-between these can be counted in your calculations.   

D
o

o
r 

KM B 

KM D 

Hand Wash 
for B & C 

Hand Wash 
for A &D 

KM C 

Kitchen Equipment 
for A & D 

Entrance & Exit 
for B &C 

Entrance & Exit 
for A & D 

https://surefootportal.com/user/login?destination=/dashboard%3Fq%3D/
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Deliveries into Site 

Items should be dropped by the driver in a suitable location. If teams are on site whilst the delivery is being made then allow 
the driver to step back to the required distance whilst temperature reading is being taken. Non-contact deliveries are 
preferable. 

Where possible and safe, work alone to put away deliveries, or in a pair for either less than 15 minutes at a time or as part of 
a family unit if more than one person is required. 

Whilst unpacking the delivery ensure that the team member wears an extra apron, which can then be placed into the dirty 
laundry container to be washed immediately after the job has been completed and external packaging has been safely 
disposed of or isolated. When unpacking the delivery all external packaging should be removed where possible and all fruit 
and veg should be washed under running water and preferably a bio-wash before storing.  

Once delivery has been completed then team members should wash their hands immediately.  

If using different suppliers to normal then it is important to check that this doesn’t affect allergen information. This is also 
true of provenance claims, such as free-range, and shelf life and storage conditions of the product. Be sure to double check 
that even when using your normal suppliers, products are not substituted or changed without prior consent and that checks 
on allergens are completed. 

If transferring products between sites then do not send team members to collect them where possible, but instead send by 
courier or taxi where possible. Remember, temperature control requirements still apply, and items should be temperature 
checked upon dispatch and receipt.  

Breaks 

Distancing rules are applicable at all times whilst on the premises, which includes break times such as sitting to eat or drink 
as well as preparing food or drinks for personal consumption. To reduce likelihood of spread, it is recommended that back of 
house do not enter front of house areas and vice versa. Where possible, whilst on breaks team members should avoid 
entering other premises and then returning to the business, however sitting outside in an open space (such as a courtyard or 
garden) is encouraged. 

If leaving and returning the team member should re-complete the process as if it was the beginning of their shift. This 
includes a full change of clothing and re-washing hands. 

Team members should leave site promptly following their shift and not loiter or wait for others. The only exception is if it has 
been identified as a safety measure and there is a requirement to travel in pairs, in this case a separate risk assessment is 
carried out.
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Dine in Controls 

Now that Government restrictions have been lifted and sites are allowed to begin to re-open, certain controls will be 
required to be in place. As more information is provided by the Government on how the country should operate for the 
foreseeable future, we shall update our guidance as necessary however the below should be followed in preparation for 4th 
July reopening. 

Prior to Reopening 
Calculate a maximum occupancy capacity, to be highlighted within the specific risk assessment, based upon distancing 
controls. This should be communicated to the host and link with the booking system to prevent overcrowding and effective 
queue management.  

Furniture can be included within distancing calculations, however health and safety precautions (such as manual handling) 
should be considered when re-designing layouts or relocating furniture and equipment. 

Ensure revised layouts, both internally and externally, consider provision for customers and visitors with restricted mobility, 
vision or hearing impairments. Communications must also take this into consideration and it may be beneficial to provide 
guidance in varying forms, such as pictorial, verbally and in writing.  

Consider designating a team member to specifically monitor distancing.  

Note: Revised capacity must not exceed any existing capacity levels in place due to fire safety requirements, unless 
supported by an updated Fire Risk Assessment by a competent person. 

Bookings 
Bookings are not compulsory but may help with managing capacity and clear communication expectations to customers. 
Where bookings are taken, information about what to expect onsite should be communicated in advance via a booking 
confirmation. An example can be found in the Appendix. 

Consider how to spread the number of people arriving throughout the day for example by staggering opening hours; this will 
help reduce demand on public transport at key times and avoid overcrowding.  

Queuing  

• Provide clear guidance on social distancing and hygiene to people on arrival, for example, signage, visual aids and 
before arrival, such as by phone, on the website or by email 

• Manage outside queues to ensure they do not cause a risk to individuals, other businesses or additional security 
risks, for example by introducing queuing systems, having staff direct customers to where necessary and protecting 
queues from traffic by routing them behind permanent physical structures such as street furniture, bike racks, 
bollards or putting up barriers 

• Encourage queueing outside where natural ventilation is greater, this may require repurposing of areas such as car 
parks 

• Check for new traffic and street management plans from local authorities and consider adjustments that might be 
required to your queue management system. New measures may include numbering systems and changed opening 
hours to manage queues more safely and effectively. Some areas which were not previously pedestrianised may be 
repurposed to allow for additional outside seating and queuing spaces 

• Consider staggered arrival times or bookings for customers with a queuing system in place to ensure safe distancing 
• Consider operating two queues, one for walk-ins and another for bookings to ensure wait time is kept as short as 

possible for those who have pre-booked 
• Try to operate one way systems, with separate entrances and exits where layout allows 
• Designate and mark out a queuing area and appoint a host to co-ordinate for available tables when busy 
• If variations to operating plans are necessary, consider whether changes to licenses are required
• For ticketed events, use an electronic ticket system rather than paper 
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Customer Contact Tracing 

As of 14th September 2020, businesses must legally assist this service by keeping a temporary record of customers and 
visitors for 21 days, in a way that is manageable for your business, and assist NHS Test and Trace with requests for that data 
if needed. This could help contain clusters or outbreaks. Team details, such as rotas, may also be requested. 

The following should be considered; how data will be held securely and in line with GDPR requirements, name, contact 
details, date and time of visit, how many in the party and who they dined with. Only the contact details of one lead member of 
the guest party or group are required. 

Seating 

• Internal seating –up to one household (including support bubble) or up to six people, from any number of 
households. Customers must be seated. 

• External seating – up to one household (including support bubble) or up to six people, from any number of 
households. Customers should be seated, but standing is permitted provided distancing is adhered to and ordering 
and waiting at a bar, for example, is not permitted 

• Customer seating should be separated by a minimum of 1m ² distances, both internally and externally 
• When seating customer outside it should be communicated that in the event of adverse weather conditions, they 

will not be able to seek shelter indoors unless physical distancing can be maintained 

At Table 

• Face to face/physical contact services which currently cannot maintain the required physical distancing cannot be 
offered while restrictions remain in place. Where physical proximity or contact is necessary and cannot be avoided, 
appropriate measures should be considered as part of the risk assessment. When taking orders, a minimum distance 
of 1m must be adhered to and where possible, stand further away or to the side rather than face to face 

• Take reasonable steps to ensure that disabled people are informed about new procedures, and are able to access 
facilities, i.e. handwashing facilities at wheelchair height, verbal direction for those unable to see floor markings or 
signage etc.  

• Self-service and buffet style food and drink should not be offered at present
• Always wash hands before handling plates and cutlery, customer items, etc.  For example, between collecting used 

plates and before serving food to another table 
• Remove all condiments, table signs etc from tables. If these are required; sanitise between uses and replace. 

Remove any re-fill cutlery or condiment stations from use 
• Replace all items on table between each customer; napkins, cutlery, menu or bring new items over once the table is 

seated. Plates and glasses should be picked up only by staff to return to the kitchen – do not encourage customers 
to self-clear tables 

• Recyclable paper menus may temporarily be introduced to prevent sharing, or a large menu that can be read from 
different tables to avoid wastage of single use menus. Consider allergen menus as well as main menus 

Service Offering and Operation 

At present, venues should not permit live performances, including drama, comedy and music, to take place in front of a live 
audience.  Other music levels should be managed to discourage the need to shout to reduce the transmission risk from 
airborne particles. This includes back of house as well as customer areas. 

Indoor and soft play areas must be kept closed; remind customers who are accompanied by children that they are 
responsible for supervising them at all times and should follow social distancing guidelines.  

Minimise contact between kitchen workers and front of house workers. For example, by having zones from which front of 
house staff can collect food. Utilise a radio, bell or buzzer system to prevent calling service, to reduce to transmission risk 
from airborne particles. 

Encourage use of outdoor areas for service where possible. For example, increasing outdoor seating or outdoor points of 
service such as stalls.  

Individual businesses or venues should consider the cumulative impact of many venues re-opening in a small area and the 
impact on local services and potential for increased transmission. 
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Cleaning and Hygiene 

• Encourage customers to use hand sanitiser or handwashing facilities as they enter the site.  
• Set up 20-minute sanitisation of any customer contact areas such as drinks machines 
• Increase natural ventilation where safe to do so, such as by opening doors or windows, provided that this does not 

compromise fire doors 
• Soft furnishings should be cleaned using a steam cleaner 
• Run all glasses, plates and cutlery through dishwasher at end of night or first thing in morning regardless of whether 

they have been used 
• Utilise contactless or cashless payments where possible, such as through a pay at table system or app, or by 

increasing contactless payment limits. If a card machine must be used, it should be thoroughly cleaned between 
transactions 
 

Toilets 
 

• Ensure clear routes to and from each table from the entrance and for customers to use toilets  
• Clearly mark out the queuing system following physical distancing guidelines  
• Provide sanitiser hand gel to use prior to entering facilities  
• Use signage to build awareness of good handwashing technique, the need to increase handwashing frequency and 

to avoid touching your face, and to cough or sneeze into a tissue which is binned safely, or into your arm if a tissue is 
not available.  

• Keep the facilities well ventilated, for example by fixing doors open where appropriate, however this should be a 
part of a risk-based approach and not if the doors open into a food room or are considered a fire door 

• Maintain a cleaning schedule of the facilities  
 
 
Anti-Social Behaviour 
 
If distancing and guidelines are not followed, enforcement intervention may be required. This could result in the Police 
instructing customers to disperse, leave an area, issuing a fixed penalty notice or taking further enforcement action.  
 
Sites should make expectations as clear as possible to allow adherence to the guidelines. Team members should not place 
themselves in a vulnerable position and should call the Police if required. 
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Take Away 
 
Contactless click and collect or delivery should be put into place and we recommend making this cashless where possible.  
 
When ordering, this should be done either over the phone or online. We strongly discourage completing orders in person 
and screens should be considered to limit interaction where distancing is not possible. 
 
Whether online or on the phone, ensure that the customer is always asked if they have any allergies or intolerances, all 
information is documented for preparation either on the till system, on paper or through the online ordering system and 
ensure the right information is available for the customer at the point of sale.  
 
When preparing, team members must wash their hands prior to preparation and packing. Packaging should be food grade 
and sealable. We recommend paper and cardboard where possible. While not in use the packaging should be stored sealed, 
in a safe area, and off of the floor.  
 
If delivering directly then ensure the dishes are fully insulated and are not transported for any longer than 30 minutes. 
Ensure that the order is placed at doorstep and a safe distance is in place before the customer picks up the order. If required, 
a HACCP and Risk Assessment for making your own deliveries can be found in the appendices.  

When using third party (i.e. Deliveroo) or customers are click and collecting then a designated pick up area should be 
defined, and physical distancing enforced.. See an example layout below. Ensure a safe distance queue is marked out and if 
picking up from inside the site, appropriate distancing is maintained. All visitors including delivery drivers coming into the 
premises to collect or order takeaway, must wear a face covering. As per the guidance for kitchen areas, one-way routes and 
restricted access may be introduced availability for those with disabilities. Lifts should only be used by disabled people, for 
essential purposes, or on a one person per lift basis where possible. Hand sanitiser should be provided where lifts are in use, 
to be used before and after travel.   

A sign should be placed on the door or in a visible area to notify collectors of the system before entering. For busy periods it 
is recommended that a co-ordinator is designated who may stand inside or outside the site, in order to ensure the system is 
being correctly implemented. Monitor queues outside of the site as well as inside, as excessive numbers of people or poor 
physical distancing from customers may attract unnecessary and unwanted attention. 
 
Example layout: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Notes; Use tape on floor to allocate areas, ensure there is also space for pedestrians to walk past safely if the queue is 
outside. Collector should call out the order from the waiting point and team members should place the order on the 
collection table. They should then move away to a safe distance before allowing collector to pick up.   
 
With third party collections, ensure drivers place the food items into the thermal bag and ensure it is sealed immediately 
before leaving the premises. All collection tables should be included within the 20-minute sanitisation of surfaces 
programme. Discourage touching of, or leaning on, the counter (where applicable) to reduce transmission risk. For onsite 
collections dependent upon site, it may be possible to request that customers wait in their cars until their order is ready. 
 
We advise creating a layout plan of the specific site which is stored on site and can be trained to all team members working 
shifts.  
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Visitors Policy 
 
 
Visitors to site should be limited as much as possible. For anyone visiting the site to complete maintenance, regular 
contracted work, assessments, audits or reviews of the site they must operate with physical distancing in place at all times. 
All visitors should read and sign the visitor’s sign in policy (see appendices) before entering the site. 
 
Where maintenance work is required to be completed then this should be organised for when minimal people are on site 
such as overnight or early morning. After any work has been completed then ensure this area is fully cleaned down before 
re-instating it for operational use.  
 
 
Emergency Situations 
 
 
Fire Risk Assessments must be reviewed where layout, spacing and entry or exit ways have been reviewed. In most cases, 
capacity will have reduced however it is important to verify this and not to allow additional persons on site.  
 
Care should be taken to ensure excessive stock (or fuel, such as for pizza ovens) is not held onsite or detrimental to escape 
routes. Also consider factors such as less frequent waste collections, which may lead to more waste being stored on site. 
 
Escape routes should be checked daily to ensure that they remain free of obstructions, particularly where evacuation routes 
may have included passing through a shared space or neighbour’s premises. It may be necessary to introduce alternative 
temporary measures, which must be effectively communicated to all team members and noted in the Emergency Plan and 
Fire Risk Assessment. 
 
Fire doors should not be propped open to prevent touching of door handles; only electromagnetic doors may be used and in 
accordance with their normal safe operating methods. In the event of an evacuation, the nearest exit should be used 
irrespective of whether this is the designated exit in accordance with the distancing floor plan. Once outside, distancing 
should be maintained, if safe to do so both between colleagues, members of the public and emergency services. Where 
Personal Emergency Evacuation Plans (PEEP’s) are in place, these may require review. 

Each shift with reduced team numbers should still have a First Aider and Fire Warden as a minimum. At the very least, there 
must be an appointed person assigned to each to raise the alarm in the event of an emergency. It should be made clear who 
this responsibility falls to. 

Any lapsed maintenance tasks, including Preventative Planned Maintenance (PPM) schedules, should be reinstated as soon 
as possible. 
 
 
Delivering First Aid 
 
 
It is still possible to deliver First Aid; however some additional precautions must be taken to protect both individuals and 
casualties. 
 
Good practice such as washing hands (where possible), using a face covering and gloves and appropriately disposing of 
waste remain extremely important. 
 
Distancing should still be adhered to as much as is practicable, including between the First Aider and any assistant. If CPR is 
required, any helpers must remain the appropriate distance away from the first aider and the casualty. The helper may swap 
roles with the first aider but will maintain distancing from each other. 
 
A towel or piece of material should be placed over the mouth and nose of the casualty where possible as a makeshift mask.  
First Aiders should not perform rescue breaths 
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Suspected Case Whilst Working Onsite 
 
 
If a team member develops a high temperature or a persistent cough while at work, they must:  
 

• Return home immediately   
• Avoid touching anything   
• Cough or sneeze into a tissue and put it in a bin, or if they do not have tissues, cough and sneeze into the crook of 

their elbow. 
 
Follow the guidance on self-isolation and not return to work until their period of self-isolation has been completed. If 
operating family units, the other members must also complete a 14-day precautionary self-isolation. 
 
Team members with suspected symptoms should not use public transport to travel home, wherever possible. 

 
Once the team member has left, a precautionary clean must be carried out. The illness may be treated as a lower or higher 
risk case. The type of case will determine the PPE to be used, however the cleaning process will remain the same.  
 
Follow the Cleaning Section in the guidance pack to identify the required 

o PPE 
o Cleaning equipment 
o Waste disposal method 

 
Allow 72 hours between the events where possible to help the virus to become less prevalent. 
 
Testing is encouraged to provide confirmation of whether the symptoms are COVID-19. If the test returns negative, then 
the individual and family unit may return to work (provided that there have been no other suspected cases). 
 
 
Team Morale and Wellbeing 
 
 
Mental health and wellbeing remain incredibly important and with the recent changes to ways of working, it is 
understandable that this may be impacted. 
 
If not already considered you may wish to employ remote methods of maintaining team morale, such as catch up calls and 
virtual quizzes which will have provided a much-needed sense of interaction for many. 
 
It is also important that team members know who they can speak with to raise any concerns, including their Line Manager 
and Senior Management. Those team members who may not yet have been able to return to work owing to phased re-
opening or medical needs should be included as much as they wish in communications. 
 
A good resource for help, advice, hints and tips can be found at Mental Health Org. 
 
Shift briefs should still follow distancing or family guidelines (dependent upon the policy being utilised onsite) and alternative 
methods such as conference calls, video calls or group messaging apps are recommended to allow all to participate. 
Remember to include provision for those with visual or hearing impairments to also be included to prevent feelings of 
isolation or exclusion. 
 
 
Team Communication 
 
 
If conducting team training, meetings or shift briefs must follow distancing guidelines. It may be possible to communicate via 
alternative means, such as email, WhatsApp or whiteboards. 
 
Team cook offs where dishes are shared and tasted by multiple team members are strongly discouraged. If tasting is 
necessary, individual portions and cutlery should be provided. 
 
Do not permit loud music in back of house areas which encourages shouting, which could increase transmission risk. 
 

https://www.mentalhealth.org.uk/coronavirus/looking-after-your-mental-health-during-coronavirus-outbreak
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Delivery and Meal Boxes Guidance 
 
 
With many business innovating around takeaway and delivery platforms, alternative offerings such as a delivery and meal 
boxes have become increasingly popular. To ensure that the same high standards from the core business are upheld, the 
following should be considered. 
 

 

Temperature Control 
Do the items need to be kept chilled?  
If yes, contact your distribution partner to check that items can be kept refrigerated throughout storage and delivery. 
If not, short deliveries may be able to benefit from ice packs or similar. Conduct a few tests yourself to check how long 
items can stay cold using your chosen method and do not exceed that timeframe.  
 

 Cross Contamination 
Are you planning to include raw items to be cooked at home by the customer? 
Check that your distribution partner, i.e. delivery platform, is willing to accept raw meats as this could contaminate 
other items that you (and others) are offering. Seal and label all raw meat, providing clear cooking instructions. 
 

 

Shelf Life 
A shelf life should be provided for cook at home products, noted on the packaging and with storage instructions, such 
as keep chilled. Prepped items will typically be use same or next day. Ambient items will last longer and not require 
storage in the fridge until opened; see individual packs for more specific information.  

 

Containers 
Is the packaging suitable for the intended use?  
Using the wrong packaging may mean that items could become contaminated through splitting and spillage of the 
product. Sealing and closing the item properly is important to ensuring that the product arrives in great condition for 
the customer too! 
 

 

Allergens 
Are the dishes or items clearly labelled, especially if they are new products?  
How can customers access allergen information; is it online, on the pack or another way?  
Direct them as to where they can refer to. 

 

HACCP 
Ensure that you have a copy of the Takeaway HACCP available – this can be downloaded from our website if you have 
not already done so. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://surefootsolutions.com
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Industry Specific Guides – Guidance only 
 
Where food and beverages are served, precautions should be taken in line with the main body of this guidance pack, as well 
as implementing the operation of specific controls as outlined below. 
 
When the Government lifts restrictions and sites are allowed to begin to re-open, certain controls will be required to be in 
place. As more information is provided by the Government on how the country should operate for the foreseeable future, 
we shall update our guidance accordingly. 
 
Pubs & Bars 
 

• Encourage table service 
• Distancing to be maintained for orders placed at the bar 
• Follow one-way systems 
• Empty glasses to be collected from tables by staff and customers discouraged from returning empty glasses to the 

bar 
• Regular deep cleaning of bar tops, in addition to table tops between customers 
• Consider how cellar areas will be manned, stocked and cleaned, if two people are required; how distancing or family 

units can be maintained 
• Assess likelihood of large groups forming in outside areas; controls may include a member of staff, police or third-

party security provider (bouncers) 
• Ensure temporary closure of children’s play areas 
• Soft furnishings should be cleaned with a steam cleaner 

 
Leisure and Entertainment Venues 
 
Following the Government briefing on 15th August, the following businesses and venues were permitted to reopen from 15 
August: 

• Bowling alleys 
• Indoor skating rinks 
• Indoor play areas, including soft play areas 
• Casinos 
• Exhibition halls and conference centres (although this should only be for government endorsed pilots) 

Cafes, restaurants and shops are still be permitted to open. 

• Consider provision of COVID specific information on the company’s website and / or booking confirmation giving 
guests pre-visit information on controls and expectations; such as parts of the premises may close at different times 
to allow for cleaning 

• Greeter or host to also oversee distancing of queuing guests 
• Use sensible queuing systems, marking distancing requirements which may include use of barriers 
• Provide sanitiser at the reception desk, to also be used by staff between serving different parties 
• When guests sign documents and use the chip and pin machine, reception staff should step back to keep their 

distance. Any pens or machines that are used should be disinfected before the next guests, and staff should sanitise 
their hands.  

• Include signage and announcements around the premises about social distancing and hygiene stations  
• Provide site maps indicating where handwashing and sanitising facilities can be found  
• Soft furnishings should be cleaned with a steam cleaner 
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Cinemas 
 
This relates to indoor, seated cinemas only and not drive-in or open-air screenings. 
 

• When conducting the risk assessment identify capacity of each area of the cinema when factoring in distancing, not 
just an overall capacity as this will vary by screen size, etc 

• Limit sharing of workstations, such as service points at a kiosk or bar. If they need to be shared, they should be 
shared by the smallest possible number of people. 

• Consider screens to create a physical barrier between staff and customers at regular contact points, so for example 
ticket kiosks or concessions desks. 

• Utilise all practical, available space for queuing including outside areas (such as car parks) 
• Use sensible queuing systems, marking distancing requirements which may include use of barriers 
• Ensure that any external queuing systems consider reasonable adjustments for those who may have additional 

accessibility requirements 
• Provide hand sanitiser to customers upon entry 
• Customers must wear face coverings during their time at the venue from the 8th August 2020. Consider providing 

disposable face coverings for guest use 
• Stagger screening times, also considering varying lengths of films so that end times do not create a bottleneck 
• Follow one-way systems 
• Lifts should only be used by disabled people, for essential purposes, or on a one person per lift basis where possible. 

Hand sanitiser should be provided where lifts are in use, to be used before and after travel. Regularly clean the lift 
interior with particular attention to hand contact points 

• Utilise allocated seating to separate households and adhere to distancing guidance 
• Consider use of emergency exits to allow a one way system; ensure that routes are kept clear, well-lit and suitable 

arrangements are made for those with limited mobility 
• Open foods, such as pick’n’ mix, should not be offered until further notice 
• Encourage ordering food at table, rather than at a kiosk or bar area. If unavoidable, do not allow customers to wait 

directly at the bar for their order 
• Restaurant and café areas must comply with all other guidance outlined within this pack  
• Clean auditoriums / screens between each screening – allow for this when planning screening times - particular 

attention is to be paid to surfaces that customers’ hands are likely to come into contact with such as screen doors 
and handrails. Soft furnishings should be cleaned with a steam cleaner 

• Take into account the differing nature of the audience at each cinema site and in particular whether it is likely to 
include people who are more clinically vulnerable to COVID-19 than others 

• Check whether you need to service or adjust ventilation systems, for example, so that they do not automatically 
reduce ventilation levels due to lower than normal occupancy levels. Most air conditioning systems do not need 
adjustment, however where systems serve multiple buildings, or you are unsure, advice should be sought from your 
heating ventilation and air conditioning (HVAC) engineers or advisers 
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Hotels and Accommodation 
 
Check-In and Reception 

• Consider provision of COVID specific information on the company’s website and / or booking confirmation giving 
guests pre-visit information on controls and expectations; such as parts of the premises may close at different times 
to allow for cleaning 

• Greeter or host to also oversee distancing of queuing guests 
• Use sensible queuing systems, marking distancing requirements which may include use of barriers 
• Provide sanitiser at the reception desk, to also be used by staff between serving different parties 
• When guests sign documents and use the chip and pin machine, reception staff should step back to keep their 

distance. Any pens or machines that are used should be disinfected before the next guests, and staff should sanitise 
their hands.  

• If staff help guests with luggage, they should keep the required social distance apart from guests whilst collecting 
luggage and either take it to the room before the guest arrives there or knock on the door, step back and leave the 
luggage at the door. After handling luggage, staff should wash their hands or use a hand sanitiser afterwards.  

• Consider central key card or room key deposit box placed in lobby for disinfection. 
• Lifts should only be used by disabled people, for essential purposes, or on a one person per lift basis where possible. 

Hand sanitiser should be provided where lifts are in use, to be used before and after travel. Regularly clean the lift 
interior with particular attention to hand contact points 

Room Service 
 

• Explain that trays will not be taken directly into room to maintain distancing requirements, as well as when and how 
the tray will be collected 

• Elevate trays of food from the floor where possible, knock and step back from the door maintaining the appropriate 
distance 

• Avoid paperwork and cash handling 
 
Housekeeping 

• Review the frequency of cleaning and in-room services to take into account different lengths of stay 
• Carry out cleaning in the absence of the guest, unless it is difficult for the guest to leave the room (e.g. due to 

mobility constraints); in this case distancing must be followed  
• Pre-arrival communication should be completed which includes information on; frequency of cleaning, when it is 

required for the guest to vacate the room and any other relevant controls  
• Hand contact surfaces should be disinfected; compile a check list of all the touch points which could include, but is 

not limited to: 

Light switches, bedside tables, remote control, taps, flush handles and toilet seats, door handles – inside and out, 
hair dryer handles, iron and ironing board, trouser press, safe buttons, wardrobe doors, mini bar handle, kettle 
handle and lid, heater and/or air conditioner controls.  

• Room collateral should be kept to a minimum (pens, magazines, etc) 
• Glasses and crockery should be removed and washed in a dishwasher, not the room sink 
• Soft furnishings should be cleaned with a steam cleaner 
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Suspected COVID-19 Cases 

If a guest presents themselves with symptoms of COVID-19 or is asymptomatic but declares the need to self- isolate, they 
should be advised to check out and return home to self-isolate according to current government guidance. If the guest 
shows acute symptoms has breathing difficulties or their life is at potential risk, seek medical help immediately.  

If the guest is unable to check out the following should take place: 

• Guest must remain in their room and not access any communal, shared spaces or other rooms 
• Food can be remotely arranged in the same way as room service, strictly adhering to distancing requirements 
• Only medical professionals should be permitted to enter 
• Housekeeping services will be altered and in lieu of normal daily room cleans, additional linen and in-room items 

(such as shampoo, shower gel, tea, coffee, etc) should be left at the door. Housekeeping should provide several large 
rubbish bags for disposal of any rubbish. Guests should be informed that they should keep the rubbish bags in the 
room (not placed in corridor) until a coordinated time for pick-up is arranged; this must be treated in accordance 
with the waste procedures in the Cleaning section 

• The guest should contact hotel management prior to checking out / departure from the hotel to provide an update 
on their condition  

• If the fire alarm sounds, normal evacuation procedures should be followed, and the guest advise to leave the hotel 
and proceed to the fire assembly point. The hotel should arrange for the guest to be supported and isolated from 
other guests at the assembly point.  

• Disposable gloves should be used whenever staff come in contact with an item the guest handled. Ensure those 
responsible for the removal of the guest’s waste, at a minimum, wear disposable gloves.  

• Where possible, provide remote checkout services or other means to avoid the need for the guests to checkout via 
the reception desk.  

• Isolate the room for 72 hours prior to cleaning, where possible 
• The HVAC unit filter should be changed, and the old filter bagged and disposed of properly. All vents and louvers 

should be wiped down and cleaned with a disinfectant. Appropriate protection should be worn throughout.  

Hosting Large Gatherings (6+ Persons) 
 
From the 14th September 2020, hosting groups of 6+ persons is only permitted for the following businesses/exceptions: 
 

• where everyone lives together or is in the same support bubble, or to continue existing arrangements where 
children do not live in the same household as both their parents 

• for work, and voluntary or charitable services 
• for education, training, registered childcare, or providers offering before or after-school clubs for children 
• fulfilling legal obligations such as attending court or jury service 
• providing emergency assistance, or providing support to a vulnerable person 
• for you or someone else to avoid illness, injury or harm 
• participate in children’s playgroups 
• wedding and civil partnership ceremonies and receptions, or for other religious life-cycle ceremonies - where up to 

30 people will be able to attend 
• funerals - where up to 30 people will be able to attend 
• organised indoor and outdoor sports, physical activity and exercise classes (see the list of recreational team 

sports, outdoor sport and exercise allowed under the gyms and leisure centre guidance 
• youth groups or activities 
• elite sporting competition or training 
• protests and political activities organised in compliance with COVID-19 secure guidance and subject to strict risk 

assessments 
 
Businesses following COVID-19 Secure guidelines can host groups of more than 6 people indoors if they meet the 
exceptions above. This includes guests wishing to book family bookings involving one household or guests wishing to book 
corporate/work bookings involving one work family units/group. Contact your local council in case their approval is 
required. 
 
If you are considering hosting corporate/work bookings, you should first consider if the guests workplace is operating family 
units/groups or distancing: 
 

• If the guests workplace is operating family unit/groups control, the guests will need to be grouped in their 
workplace unit/group 

https://www.gov.uk/government/publications/protective-measures-for-holiday-or-after-school-clubs-and-other-out-of-school-settings-for-children-during-the-coronavirus-covid-19-outbreak/protective-measures-for-out-of-school-settings-during-the-coronavirus-covid-19-outbreak
https://www.gov.uk/government/publications/coronavirus-covid-19-guidance-on-phased-return-of-sport-and-recreation/return-to-recreational-team-sport-framework
https://www.gov.uk/government/publications/coronavirus-covid-19-guidance-on-phased-return-of-sport-and-recreation/guidance-for-the-public-on-the-phased-return-of-outdoor-sport-and-recreation
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/providers-of-grassroots-sport-and-gym-leisure-facilities
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• If the guests workplace is operating distancing controls, this may be difficult to implement and negate the purpose 
of the booking as every individual guest will need to distance 1m sq. from others. It is not recommended for these 
events to be hosted 

 
To ensure hosting large gatherings is done safely, the following action should be taken: 
 

• Ensure you have already completed your workplace specific COVID risk assessment and identified maximum 
revised capacity based upon distancing and mitigation measures. This must not be exceeded for the event. 

• Your established COVID controls from your risk assessment must be followed throughout the event and details of 
any additional controls should be documented in your risk assessment. Pay particular attention to the following: 

o Consider neighbours and local business and how the event will impact them 
o Stagger arrival times to minimise bottlenecks and reduce queueing 
o Manage outside queues to ensure distancing 

• Large gatherings must still adhere to distancing controls such as: 
o Internal seating –up to one household or work family unit/group (including support bubble) or up to six 

people, from any number of households or work family units/groups. Customers must be seated 
o External seating – up to one household or work family unit/group (including support bubble) or up to six 

people, from any number of households or work family units/groups. Customers should be seated, but 
standing is permitted provided distancing is adhered to and ordering and waiting at a bar, for example, is 
not permitted 

o Customer seating should be separated by a minimum of 1m ² distances between separate groups/family 
units/support bubbles, both internally and externally 
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Suspected Cases Process Flowcharts 
 
Introduction 
 
This information is designed to provide information on possible COVID scenarios and the steps to be taken by businesses in 
each instance.  
 
At all stages, the business should also follow their company COVID-19 risk assessment which should consider actions to 
take in the event of a positive case. 
 
Team members who need to self-isolate can get an isolation note as proof of needing to be off work. An isolation note can be 
requested here – there is no requirement to get a note from a GP. 
 
This is a guide only, and any Government or Local Authority advice will supersede the general information indicated here. 
 
This document covers: 
 

• Local Lockdowns 
• Suspected Cases 
• Confirmed Cases 
• Should we close? 
• Helpful Links 

 
Please refer to that which is most appropriate to the situation at hand. 
 
If you require any assistance, please contact SureFoot Solutions on 020 7434 4535 or info@surefootsolutions.com  

 
 
 
Local Lockdown – What do we do? 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Follow Local Government Advice  

Check that the premises are within the lockdown boundary area. The Local Authority website should specify exactly which area(s) are 

affected. Never assume that the business will be automatically included or excluded. If not with the area, trade as normal, being 

mindful of the importance of key controls and keep informed of any update and development.  

Outside of lockdown 
boundary: 

Trade as normal, being mindful 

of the importance of key 

controls and keep informed of 

any update and development.  

 

Takeaway and Delivery: 
Adapt trading process; do not allow 

customers to dine-in. Contact all 
bookings and do not take future 

bookings until after the lockdown 
period 

(where permitted only) 

Close site:  
Follow close down check list 

procedures here 

https://surefootsolutions.com/wp-content/uploads/2020/07/Closing-Checklist.pdf
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Suspected Case – What do we do? 
 
This will typically be a notification from one of the team. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Self-Isolation 

Team members should self-

isolate for 14 days if:  

Team members have any symptoms of coronavirus (a high temperature, a new, 
continuous cough or a loss or change to sense of smell or taste) 

 

Team members live with someone who has symptoms or has tested positive 

Team members have tested positive for coronavirus themselves (10 days isolation is 
sufficient if symptoms have ceased for at least 48 hours) 

Someone within their support bubble has symptoms or has tested positive 

* Examples of close contact include: 

• close face to face contact (under 1 metre) for any length of time – including talking to them or coughing on them (this 
includes teams operating in family units) 

• being within 1 to 2 metres of each other for more than 15 minutes – including travelling in a small vehicle 

• spending lots of time in team members homes, such as cleaning it 
 

They do not need to self-isolate unless they're contacted by the NHS Test and Trace service. But they should take extra 
care to follow social distancing advice, including washing their hands often. 

If they get any coronavirus symptoms, they must self-isolate and get a coronavirus test as soon as possible. 

They are  told by NHS Test and Trace that they've been in contact with a person with 
coronavirus 

 

You have been in close contact* with an affected person 

https://www.nhs.uk/conditions/coronavirus-covid-19/symptoms/
https://www.nhs.uk/conditions/coronavirus-covid-19/testing-and-tracing/nhs-test-and-trace-if-youve-been-in-contact-with-a-person-who-has-coronavirus/
https://www.nhs.uk/conditions/coronavirus-covid-19/social-distancing/what-you-need-to-do/
https://www.nhs.uk/conditions/coronavirus-covid-19/testing-and-tracing/get-a-test-to-check-if-you-have-coronavirus/
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Positive Case – What do we do? 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Where COVID-19 is suspected, a test should be sought as soon as possible.  

Identifying Cases 

If team members have 
symptoms or have tested 
positive for coronavirus, they'll 
usually need to self-isolate for 
at least 10 days. 

Testing is strongly 
recommended and needs to be 
completed within the first 5 
days. 
 
If anyone 
develops symptoms of COVID-
19 in the business or 
workplace they should be sent 
home and advised to follow 
the stay at home guidance and 
seek a test for COVID-19. 
 
 

If someone who has tested 
positive has recently visited 
or attended a food business, 
the contact tracing process 
will be escalated to the local 

Public Health England 
(PHE) health protection 

team, who will liaise directly. 
This will be supported by 
the local Environmental 

Health team. 
 

Cleaning of Premises 

Refer to the SureFoot guidance 
pack on cleaning. This includes 
considering what chemicals to 
use, cleaning equipment such 
as cloths, PPE if required and 
how to dispose of 
contaminated waste.  
 
It may be necessary to close in 
order to complete cleaning; 
guidance encourages that after 
72 hours the virus will be less 
prevalent and therefore 
cleaning may be more effective. 

 

 

Being Prepared 

 

A business continuity plan is 
prepared and updated (this 
may include having a back-up 
or contingency team) 

Nominate a single point of 
contact; this will ensure that 
the correct contact point for 
outbreak management is 
identified in advance of any 
outbreak. This individual will 
lead on liaisons with local 
Public Health teams if 
required. 
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Should we close? 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Individual team member has COVID-19 symptoms 

 

Complete a COVID-19 test. Whilst awaiting the result, take the following action 

Distancing Family Units 

Are you operating distancing or family units? 

Clean down the affected area(s) Clean down the affected area(s) 

Closely monitor the health of remaining team 

members 

Closely monitor the health of remaining team 

members 

 

Results received Results received 

Positive Test: 

Continue to monitor 

team health 

 

Follow 20 min 

cleaning schedules 

 

Maintain distancing 

– only self-isolate if 

part of a household 

with the affected 

person 

 

NHS Test and Trace 

will be automatically 

notified 

Negative: 

 

Continue good 

practices as before 

 

No closure required unless instructed by PHE 

Positive Test: 

NHS Test and Trace 

will be automatically 

notified. All 

remaining family unit 

members to self-

isolate 

 

Second team to 

complete a deep 

clean 

 

Monitor health of 

second team 

 

Reiterate 20 min 

cleaning schedules 

 

 

Negative: 

 

Continue good 

practices as before 

 

No closure required unless instructed by PHE  

OR not enough team members for a second team 

OR cleaning cannot be effectively completed 

without closing 
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Should we close? 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

Multiple team members have COVID-19 symptoms 

 

Complete a COVID-19 test. Whilst awaiting the result, take the following action 

Distancing Family Units 

Are you operating distancing or family units? 

Clean down the affected area(s) Clean down the affected area(s) 

Closely monitor the health of remaining team 

members 

Closely monitor the health of remaining team 

members 

 

Results received Results received 

Positive Test: 

Continue to monitor 

team health 

 

Follow 20 min 

cleaning schedules 

 

Maintain distancing 

– only self-isolate if 

part of a household 

with affected 

person 

 

NHS Test and Trace 

will be automatically 

notified 

Negative: 

 

Continue good 

practices as before 

 

No closure required unless instructed by PHE 

Positive Test: 

NHS Test and Trace 

will be automatically 

notified. All 

remaining family unit 

members to self-

isolate 

 

Second team to 

complete a deep 

clean 

 

Monitor health of 

second team 

 

Reiterate 20 min 

cleaning schedules 

 

 

Negative: 

 

Continue good 

practices as before 

 

No closure required unless instructed by PHE  

OR not enough team members for a second team 

OR cleaning cannot be effectively completed 

without closing 
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Should we close? 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 
  
 
 
 
 
 
 
 
 
 

Member of the public notifies of COVID-19 symptoms 

 

Advise them to complete a COVID-19 test. Whilst awaiting the result, take the following action 

Remain vigilant for any further reports 

Clean down the affected area(s) 

Closely monitor the health of team members closely 

Results received 

Positive Test: 

Continue to 

monitor team 

health 

 

Follow 20 min 

cleaning 

schedules 

 

Team to continue 

to follow 

distancing or 

family units 

 

NHS Test and 

Trace will be 

automatically 

notified 

No closure required unless instructed by PHE  

OR multiple reports from separate parties 

OR cleaning cannot be effectively completed 

without closing 

 

Negative Test: 

 

Continue good 

practices as before 

 

Individual report or more than one case from same 

party 

Notify Public Health England – allow them to lead 

communication via NHS Test and Trace 

Clean down the affected area(s) 

Self-isolate team members as a precaution 

Results received 

Positive Test: 

 

Deep clean of 

premises in line 

with PHE 

guidance – may 

require external 

contractor 

 

Send team for 

testing; may 

return to work 

only once agreed 

with PHE  

 

Negative Test: 

 

Continue good 

practices as before 

 

More than one report from two or more parties 
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Should we close? 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Helpful Links 
 
NHS Test and Trace 
 
Requesting a COVID-19 Test 
 
PHE Contact Tracing Portal 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Requested by PHE or Local Authority to close 

Follow given advice which may include: 

Send all team for testing 

Self-isolate team whilst awaiting results, do not allow multi-

site working at an alternative location whilst site is closed 

Deep clean of premises in line with PHE guidance – may 

require external contractor 

Close and co-operate with any investigation including contact 

sharing 

https://www.nhs.uk/conditions/coronavirus-covid-19/testing-and-tracing/nhs-test-and-trace-if-youve-been-in-contact-with-a-person-who-has-coronavirus/
https://www.nhs.uk/conditions/coronavirus-covid-19/testing-and-tracing/get-a-test-to-check-if-you-have-coronavirus/
https://contact-tracing.phe.gov.uk
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SureFoot Shop 
 
The following items are also available to buy to help teams in following the re-opening checklists. To purchase go to our 
online shop https://surefootsolutions.com/covid-19-updates/ 
 

 
 

 
 

 
 

Legionella DIY Test Kits ‘Keep Your 2m Distance’ Floor 
Stickers 

‘Be Patient Stay Safe’ Floor Stickers 

Easy to use, with rapid detection and 
results within 25 minutes. Helping 

sites get reopen quickly and without 
the need for professional contractors 

to unnecessarily attend where 
negative results are obtained. 

 

Distancing stickers that can be applied 
directly to floors to remind customers, 

teams and delivery drivers of 
distancing measures. Available 32cm x 

32cm, matt laminate finish, durable 
and cleanable. 

Distancing stickers that can be applied 
directly to floors to remind customers, 

teams and delivery drivers of 
distancing measures. Available 32cm x 

32cm, matt laminate finish, durable 
and cleanable. 

Cost per item:  
£75 per unit (contains 1 test),  

exc VAT and delivery 
 

Delivery time: 5 – 7 days 

Cost per item: £2.50 per sticker  
(minimum order of 10 stickers), exc 

VAT and delivery 
 

Delivery time: 5-7 days 

Cost per item: £2.50 per sticker  
(minimum order of 10 stickers) exc 

VAT and delivery 
 

Delivery time: 5-7 days 
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Safety Support Packages 
 
Whilst physical distancing is still being observed and many businesses are operating on takeaway only or reduced offering, 
amended services are available to all SureFoot clients. Where sites are open for takeaway or providing charity meals, 
ensuring that teams and customers remain safe it of the utmost importance. 
 

Bespoke COVID-19 Risk Assessment  
 
£195.00 
 
 

SureFoot can advise you on what practices would be best suited for your 
business to control the risks of COVID-19 for team, visitors and customers 
and create a bespoke in-depth risk assessment based on the controls that are 
practical for the operation, covering government guidance and all best 
practice. This will include a full risk assessment on all controls, for internal and 
external use, such as displaying on the company website.  
 

SureFoot COVID Secure (SCS) 
Accreditation 
 
From £150 per site, price varies 
according to chosen package and 
auditing option 

 

This standard is on offer to hospitality businesses in order to ensure that 
these businesses can confidently re-open; safe in the knowledge that they 
have not only adhered to Government guidelines but have also implemented 
best practice in regard to COVID-19 controls as well as providing customers 
with the much-needed reassurance that the business is operating to an 
exceptional standard, that has been independently verified.  
Silver and Gold assurance standards are available. 
 
• Authorisation completed by Accredited Safety Professionals  
• Assessment against a rigorous and robust verification process  
• An accreditation that can be trusted 
• Continual support and ongoing feedback 
• Employee and customer confidence in a trusted safety provider 
 
Further information can be found on our website here  

 

Incident management service only 
 
£25 per incident handled 

Continued access to the SureFoot portal and incident support services. 
• All incidents subject to desktop review by SureFoot 
• Advice and support on further steps to be taken to prevent 

recurrence 
• Contact made with customer 
• Investigation summary available on the SureFoot Portal and available 

for all named contacts within the business to review 
 

Reopening onsite audit support from 
£350 per site, an exact quote will be 
provided upon enquiry 
 

Targeted safety inspection to cover: 
• Ensuring that a risk assessment for the business is in place and 

assisting with completion, if required 
• Verifying that the SureFoot reopening checklist is being utilised 
• Checking that all handwash basins are fully stocked, including in 

customer areas 
• To include hot water, anti-bacterial soap and drying facilities 
• Ensuring that new packs are printed for temperature monitoring or 

online system is back up and running, probes are working and 
calibrated 

• A spot check of 3 fridges to ensure operating correctly and that there 
are no expired items 

• Allergen menus are available 
• Blue roll and sanitiser available throughout food areas (kitchen, prep 

areas, bar, etc) 
• General overall assessment of cleanliness, including no evidence of 

pest activity 
• Fire escapes fully operational and able to open correctly 
• Evidence that beer lines have been cleaned 
• Legionella actions implemented 
• Ensuring Return to Work questionnaires have been completed with 

GM & HC, provide coaching on how to complete for team members 
 

All prices are exclusive of VAT 
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ENGLAND ONLY 
COVID-19 Support Pack 

 
Risk Assessment Guidance & Templates 

 
• Full COVID Workplace Risk Assessment  
• Legionella Risk Assessment 
• Vulnerable Persons Risk Assessment 
• Team Travel Risk Assessment 
• Delivering Take Away Risk Assessment 
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COVID Workplace Risk Assessment 
 
Part 1 – How to Complete a COVID-19 Risk Assessment 
 
Introduction 
In line with Government requirements, all businesses will be required to undertake a COVID-19 risk assessment. The 
primary aim is to protect all those who are potentially affected. Failure to undertake a sufficient risk assessment may put 
safety and wellbeing at risk, and subsequently prompt further legal action. It is therefore important that this is properly 
completed. 
 
Businesses with over 50 employees should publish the results of their risk assessment on their website in line with the 
Government guidance. To support this, this pack has been developed as a template tool to create a business specific COVID-
19 risk assessment and it is split into two parts;  
 
Part 1 – ‘How to complete a COVID-19 Risk Assessment’ (guidance only) and 
 
Part 2 - ‘COVID-19 Business Specific Risk Assessment’ (editable risk assessment)  
 
Part 2 can be completed and displayed directly on your website to demonstrate your controls and adherence to 
Government guidelines. 
 
 
General Principles 

o Read the information on how risk assessments work 
 

o Consult with all who will be affected by the measures put in place as different areas of concern may be raised by 
those with different job roles. 

 
o Read the hazards and controls assigned to each stage of operation 

 
o Check that these are controls that are being implemented or will immediately be put in place 

 
o Add any additional controls and remove any non-applicable controls, or controls which will not be followed         

(note: removing controls may mean that the risk is not as effectively reduced) to assist with this, a key has been 
added to each control. 

 
Key to controls: 

 required by Government or medical guidelines and therefore must be adhered to 
 

 strongly recommended and therefore should be followed. 
 

 best practice or flexible, therefore could be implemented less frequently 
 
 

o Where a frequency is specified, such as ‘20-minute cleaning logs’ this time can be amended, however reducing the 
frequency may increase the risk. It is vital that the frequency specified in the risk assessment can be followed and is 
operationally viable.  

 
Example: 

 20-minute cleaning schedules are in place to prioritise potential hand contact areas and preparation surfaces 
 

o Delete reference to family units or physical distancing for teams if you are not following that system. A minimum of 
one of these systems must be followed 
 

o Communicate the contents of the risk assessments with the team; this may need to be remotely, such as via a video 
call 
 

o Publish on company website and display the attached COVID secure poster on the team notice board  
 

o Update the risk assessment as required as the situation evolves and changes, and always in line with any updates to 
Government advice 

 

https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19
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How Risk Assessments work 
 
Hierarchy of control: 
When completing a risk assessment, consider the hazards and what controls should be in place in order to control the hazard 
and therefore reduce the risk to yourself, your team, contractors and members of the public. 
 
When considering your control measures, you should follow the hierarchy outlined below. You should start from the top 
when planning your control methods 
 

 
 

 
 

 
 

 
 
 
 
 
 
 
 
 
 
Deciding on the risk rating (likelihood x severity) 
Risk is the likelihood of the hazards we have identified actually causing harm. For appropriate action to be taken to reduce 
the risk a judgment is needed on how much people will be placed at risk, by each hazard identified. The less controls there 
are in place, the higher the risk. The risk rating may alter in line with the government alert level.  
 
The rating you give will be subjective and mainly based on your experience and knowledge. We must consider each hazard as 
being capable of causing harm to others in two separate ways and the following information should be used to complete the 
risk ratings in the top corner of each form. 
 
Deciding on the risk rating (likelihood x severity) 
We then multiply together the likelihood and severity numbers from the above charts to give an overall assessment of the 
level of risk, known as the RISK RATING. The matrix below can also be used: 
 

 Severity 

1 2 3 4 

Li
k

el
ih

o
o

d
 1 1 2 3 4 

2 2 4 9 8 
3 3 6 6 12 

4 4 8 12 12 
 

Rating of 
9-16 

HIGH RISK – Team members and others would be at considerable risk of potential high exposure. Problems 
have been found that in your opinion are not under control. Work must not go ahead until controls are in 
place to reduce the risk to an acceptable level.  
Take immediate action to remedy the situation and seek further advice if necessary.  

Rating of 
6-8 

MEDIUM RISK – Team members and others would be at considerable risk of potential high exposure. 
Problems have been found that in your opinion are not under control, work may continue but take action to 
instigate control measures as soon as possible 

Rating of 
1-5 

LOW RISK – Team members and others are at limited risk of exposure, as there are a few problem areas in 
your opinion are not under control. Take action only if at no or low cost, continue to monitor 

 

ELIMINATE

REPLACE

ISOLATE

SAFE 
SYSTEM OF 

WORK

PPE

Eliminate- Can the hazard be removed? i.e. by working from home and not 
coming into physical contact with others 

 
Replace-Can the hazard be replaced with a safer alternative? i.e. by having 
one person working slightly longer hours rather than bringing two people in 
to complete the task? 
 
Isolate- Can we isolate people from the hazard? i.e. designating specific 
areas with 2m distances 
 
Safe System of Work- Can we adapt the work to suit the needs of the 
individual? i.e. change break times to stagger when people are off? 
 
PPE- Will personal protective equipment reduce the risk? i.e. issuing of 
screens, extra uniform and facemasks 
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COVID Workplace Risk Assessment 
 
Part 2 - COVID-19 Business Specific Risk Assessment  

Name of business that this assessment applies to  
Overall responsibility to safety contact within the business  
Lead COVID controls person on site  
Date of risk assessment  
Revised capacity based upon distancing and mitigation measures  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

Emergency Situations 

Medical Screening prior to returning to work 

Travelling to the workplace 

Arriving at work 

Changing, handwashing, uniform and cleaning 

Work areas – distancing and family units 

Delivery drivers, takeaway and collections 

Hosting Large Groups 

Breaks 

Dine-In Customers 

**This is an 
example only and a 
separate editable 

version is included 
within the main 

email** 

 

Illness at Work 
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Hazards at all stages:  
 
 
Transmission and spread of COVID-19 Contraction of COVID-19 
 

Key to controls: 
 

Government guidance 
 

 Recommended Good practice, over and above 
requirements

Process Before 
controls 

Control measures After 
controls 

Who 
might be 
affected 

 
 

Infected team 
members attending 

work, with the 
potential to pass on to 

others 

4x3= 
12 (high) 

 COVID-19 Specific Visitor and Employee 
Questionnaire completed via phone prior to 
returning to work 

 Team members who have been unwell, live with 
someone who is unwell, have travelled abroad  
in certain countries or have been asked to 
isolate as part of the NHS Test and Trace 
scheme will be required to stay at home and 
complete the required isolation period 

 Completing remotely assists in preventing 
unnecessary spread or travel for those who 
may not be eligible to return to work 

3x1= 
3 (low) 

Team 
members, 

members of 
the public if 
travel was 

not 
prevented 

 
Assessment of 

employee health 

4x3= 
12 (high) 

 COVID-19 Specific Visitor and Employee 
Questionnaire completed via phone prior to 
returning to work 

 Specific questions assess whether a person 
may be clinically extremely vulnerable or 
clinically vulnerable if team member is within 
the vulnerable group then the vulnerable 
person risk assessment needs to be completed 

 Clinically extremely vulnerable team members 
are advised to stay at home and work from 
home where possible 

 Clinically vulnerable team members are 
advised to stay at home and work from home 
where possible, or have amended duties or 
extra checks in place 

- regular health checks 
- ensuring distancing measures can be put in 

place  
 

3x1= 
3 (low) 

Team 
members, 

members of 
the public if 
travel was 

not 
prevented 
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Process Before 

controls 
Control measures After 

controls 
Who 

might be 
affected 

 
Travelling to the 

workplace 
 
 

4x4= 
16 (high) 

 Only travel if you are unable to work from 
home 

 Travel completed at quieter times, shift 
patterns amended where necessary 

 Team walk, cycle or drive where possible, 
avoiding use of public transport 

 Physical distancing maintained throughout 
the journey, maintaining distancing from 
others 

 Use a non-medical grade face covering when 
travelling 

 A log of overnight stays as a result of work 
duties, is maintained by the business by team 
members. Checks are completed to ensure 
that the accommodation is COVID secure 
prior to employee stay. It also covers 
employee(s), dates and times of stay, 
accommodation used 

 Team members alert a buddy when travelling 
and have a charged phone at all times for 
emergencies 

 
Refer to the specific team Travel risk assessment 

3x2= 
6 (med) 

Team 
members, 

members of 
the public 

 
Arriving at work 

4x3= 
12 (high) 

 All non-essential visitors are not permitted 
on-site 

 Contractors attend during quieter hours, 
either early mornings or overnight wherever 
possible 

 Rotas have been re-designed to allow 
staggered arrival and departure times to 
prevent bottlenecking of routes 

 Key coded doors have been deactivated 
where it is safe to do so, however not at the 
detriment of security or fire measures 

 
 

3x1= 
3 (low) 

Team 
members, 

members of 
the public, 

visitors and 
contractors 
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Process Before 
controls 

Control measures After 
controls 

Who 
might be 
affected 

 
 
 
 
 
 

Changing, 
handwashing, uniform 

and cleaning 

4x3= 
12 (high) 

 Thorough handwashing takes place upon 
arrival at site of all team members 

 Touching face/eyes/nose/mouth with 
unwashed hands is avoided and coughs or 
sneezes are always covered with a tissue or 
mask which is then discarded in the bin 

 If hot water, soap or means of drying are not 
available the business will remain closed 

 Legionella checks on water systems take place 
prior to reopening - Refer to the specific 
Legionella Control risk assessment 

 Frequent cleaning is completed with a chemical 
capable of killing SARS-CoV-2 

 Aggressive spray bottles of disinfectant on a 
surface are avoided to minimise the risk of 
spreading any virus. With soft spray or pouring 
technique in use.  

 A procedure is in place for handling any 
potentially contaminated waste 

 An adequate supply of clean uniform is 
provided 

 Hands are washed thoroughly and regularly 
using soap and water for at least 20 seconds 

 Phones and personal items are stored in a 
designated area to prevent use and touching 
whilst at work or if they must be used, these are 
sanitised effectively before use 

 A designated, labelled dirty laundry area is in 
place, with a sealed, lidded bin 

 Dishwashers achieve above 82 degrees and 
glasswashers can achieve above 60 degrees. 
Both of which are documented 

 Natural ventilation is used as much as possible 
and re-circulating systems, such as air 
conditioning are avoided 

 A full change of clothing is undertaken; with 
staggered shift start times in place to help 
maintain distancing in changing areas 

 Uniform is professionally laundered to prevent 
it being transported back and forth or washed 
at home at a minimum of 60 degrees 

 20-minute cleaning schedules are in place to 
prioritise potential hand contact areas and 
preparation surfaces 

 Shared office equipment such as keyboards, 
phone and computer mouse are cleaned before 
and after use using sanitiser wipes 

 Steam cleaning is used for soft furnishings 
where a liquid sanitiser cannot be used or is not 
suitable 

 Where possible, paper towels are in operation 
over hand dryers to help prevent potential 
spread 

 A specific team member is designated to 
complete cleaning of toilet areas to prevent 
potential contamination  
 

2x2= 
4 (low) 

Team 
members, 

visitors and 
contractors 
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Process Before 
controls 

Control measures After 
controls 

Who 
might be 
affected 

 
 

Work areas – 
distancing and family 

units 
 

4x4= 
16 (high) 

Team will operate onsite with these controls 
(delete as appropriate);  

• 2m physical distancing 
• 1m+ including mitigation measures 
• Family units 

Physical distancing - all 
 A floor plan is used to mark out distancing to 

keep team members apart from others 
 Contactless orders will be facilitated wherever 

possible, including cashless payments and 
orders only taken online or over the phone 

 Screens are used to separate team members 
from visitors and delivery drivers 

 Designated entrances and exits are used 
Physical distancing – team 

 Only the minimum required amount of team 
members are on the rota at any given time 

  Start times are staggered to avoid bottlenecks 
or over crowding 

 Equipment supplies have been increased where 
required to keep distance such as; utensils, 
probes, etc  

 Operating within 1m+  robust cleaning and 
hand washing controls in place  

 Operating within 1m+ with team members 
working back to back or side to side 

Physical distancing – order collection 
 Physical distancing is adhered to in the queue, 

both inside and outside of the premises 
 Signage is placed on the door or other visible 

areas to notify collectors of the queuing and 
pick up system 

 Delivery drivers are directed to marked out 
separate areas  

Family units 
Are only used where physical distancing would 
make operating unfeasible due to space 
restrictions and puts team members at risk. 

 
 If one team member becomes sick, the entire 

team unit (i.e. blue team) follows the self-
isolation guidelines (10 days for infected, 14 
days if unknown, see image). The new team 
brought on shift must complete a full 
sanitisation of the site before re-starting 
operation 

 Each family unit equals one shift team, which is 
kept as small as possible  

 A family unit is assigned to one site and one 
shift pattern 

 A log of the family units and who is assigned to 
which can be found in the Family Unit Log 

Head Office staff do not form part of the family unit 
if they intend to visit multiple sites, physical 
distancing of 2m or 1m+ with hand washing and 
working back to back or side to side must be 
adhered to. 
 

2x2= 
4 (low) 

Team 
members, 

members of 
the public, 

visitors and 
contractors 
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Process Before 
controls 

Control measures After 
controls 

Who 
might be 
affected 

 
 

Dine-In Customers 

3x4= 
12 (high) 

Prior to Reopening 

 Maximum occupancy capacity is listed at 
the beginning of this document, it is based 
upon distancing controls. This is 
communicated to the host to prevent 
overcrowding and effective queue 
management. Note: this will not exceed 
any existing capacity levels in place due to 
fire safety requirements 

 Revised layouts are in place, both 
internally and externally, and consider 
provision for customers and visitors with 
restricted mobility, vision or hearing 
impairments.  

 A designated team member is in place to 
specifically monitor distancing.  

Bookings 

 Where bookings are taken, information 
about what to expect onsite is 
communicated in advance via a booking 
confirmation.  

 Bookings are spread to consider the 
number of people arriving throughout the 
day into stagger times 

 Customers who have booked do not wait 
within the normal queue 

Queuing 

 A sign is in place with clear guidance on 
distancing and hygiene to customers on 
arrival, it is also communicated verbally 
upon arrival and before arrival, by phone, 
on the website or by email  

 Outside queues are managed to ensure 
they do not cause a risk  

 Where possible queues are outside  
 A one way system is in operation, with 

separate entrances and exits where layout 
allows  

 Queue system is designated and marked 
out, a host is appointed to co-ordinate for 
available tables when busy  

 For ticketed events, electronic ticket 
systems are in place  

 At the front of the queue contact details of 
all customers including name, phone 
number, the date and time of arrival is 
taken and held for 21 days in line with 
track and trace requirements 

 

2x2= 
4 (low) 

Team 
members, 

members of 
the public, 

visitors and 
contractors 
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Seating 

 Customer seating separated by 1m ² 
distances, both internally and externally 

At Table 

 Face to face/physical contact services 
which currently cannot maintain the 
required physical distancing are not 
offered  

 Front of house will maintain a 1m distance 
whilst taking orders from customers and 
will only breach this if necessary for 
delivery of food and drinks. This will be 
completed as quickly as possible and will 
not exceed a maximum of 15 minutes  

 Disabled people are informed about new 
procedures, and are able to access 
facilities, i.e. handwashing facilities at 
wheelchair height. Verbal direction will be 
completed for those unable to see floor 
markings or signage etc.  

 Self-service and buffet style food and drink 
is not be offered at present 

 Front of House teams will always wash 
hands before handling plates and cutlery 
or any customer items. Also, between 
collecting used plates and before serving 
food to another table.  

 No items will be on tables; condiments, 
table signs etc. If condiments are 
requested by a customer; one use only 
portions will be provided, or the 
condiments will be sanitised between uses 
and replaced. No re-fill cutlery or 
condiment stations are in use 

 Napkins, Cutlery, Menus will all be 
replaced between customers. Plates and 
glasses will be picked up only by staff to 
return to the kitchen – self-clear is not 
encouraged  

 Recyclable paper menus, online menus or 
large menu boards are in use for normal 
and allergen menus  

 
Service Offering and Operation 
 

 Only service permitted by current 
guidance will be offered 

 Music will be kept at a volume so as to 
ensure shouting is not required 

 Additional outside seating and service 
points provided 
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Cleaning and Hygiene 

 Customers will be encouraged to use hand 
sanitiser or handwashing facilities as they enter 
the site. Hand sanitiser will be provided on 
entry 

 20-minute sanitisation of any customer contact 
areas such as drinks machines, doors etc is in 
place 

 Natural ventilation is used where safe to do so, 
provided that this does not compromise fire 
doors 

 Soft furnishings are cleaned using a steam 
cleaner 

 All glasses, plates and cutlery are run through 
the dishwasher at end of night or first thing in 
morning regardless of whether they have been 
used 

 Contactless or cashless payments are 
encouraged with customers where possible. If a 
card machine used, it is thoroughly cleaned 
between transactions 

 
Toilets 

 Clear routes are in place to and from each table 
and from the entrance  

 A clearly marked out queuing system is in place 
in order for customers to follow physical 
distancing guidelines whilst queuing for toilet 

 Sanitiser hand gel is in place and encouraged to 
use prior to customers entering facilities  

 Signage is in place to build awareness of good 
handwashing technique, the need to increase 
handwashing frequency and to avoid touching 
your face, and to cough or sneeze into a tissue 
which is binned safely, or into your arm if a 
tissue is not available.  

 Facilities are well ventilated, doors are fixed 
open where appropriate  

 A frequent cleaning schedule for the toilets is in 
place  
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Process Before 
controls 

Control measures After 
controls 

Who 
might be 
affected 

Hosting Large Groups 
(30+ Guests Indoors) 

 
 

3x4= 
12 (high) 

Which event is being hosted (delete as applicable): 
 

• Family event 
• Work/corporate event 

 
Number of guests attending booking (enter 
number) 
 
Prior to Booking 
 
Consider neighbours and local business and how 
the event will impact them. Communicate with 
neighbours and local business and notifying them 
of the event as required. Notify your local authority 
of the event as per local requirements as council 
approval may be required. 
 
Event Planning 
 

 Stagger arrival times to minimise bottlenecks 
and reduce queueing 

 Manage outside queues to ensure distancing 
 Maximum occupancy capacity is listed at the 

beginning of this document based on 
distancing controls. This must not be 
exceeded for the event. 

 
Seating 
 

 Internal seating –up to one households (inc. 
support bubble) or work family unit/group or 
up to six people, from any number of 
households or work family units/groups. 
Customers must be seated 

 External seating – up to one household (inc. 
support bubble) or work family unit/group or 
up to six people, from any number of 
households or work family units/groups. 
Customers should be seated, but standing is 
permitted provided distancing is adhered to 
and ordering and waiting at a bar, for 
example, is not permitted 

 Customer seating should be separated by a 
minimum of 1m ² distances between separate 
groups/family units/support bubbles, both 
internally and externally 

2x2= 
4 (low) 

Team 
members, 

members of 
the public, 

visitors and 
contractors 
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Process Before 
controls 

Control measures After 
controls 

Who 
might be 
affected 

 
 

Delivery drivers, 
takeaway and 

collections 

3x4= 
12 (high) 

 Signage is placed on the door and/or other 
visible areas to notify collectors or the queuing 
and pick up system 

 Physical distancing must be adhered to in the 
queue, both inside and outside of the premises 

 All visitors entering site for food/drink 
takeaway or collection’s to wear face covering 
during their time on site  

 A floor plan is used to mark out for distancing 
purposes 

 Contactless orders are facilitated wherever 
possible, including cashless payments and 
orders only taken via phone or online  

 Screens are used to separate team members 
from visitors, delivery drivers 

 Designated entrances and exits are in use 
 Delivery drivers are directed to marked out 

separate areas  
 Sanitiser stations are available, and use 

encouraged upon entry to the premises 
 Do not permit leaning on the counter 
 Customers are encouraged to wait outside or in 

their car until their order is ready 

2x2= 
4 (low) 

Team 
members, 

members of 
the public, 

visitors and 
contractors 

 
 

Breaks 

3x4= 
12 (high) 

 If leaving and returning the team member will 
complete the process as if it was the beginning 
of their shift. This includes a full change of 
clothing and re-washing hands 

 If following physical distancing controls, these 
are in place during breaks as well as during 
working time, this includes sitting to eat or 
drink as well as preparing food or drinks for 
personal consumption  

 Where possible, whilst on breaks team 
members avoid entering other premises and 
then returning to the business, however sitting 
outside in an open space (such as a courtyard or 
garden) is encouraged.  

 Team members leave site promptly following 
their shift and do not loiter or wait for others. 
The only exception is if it has been identified as 
a safety measure and there is a requirement to 
travel in pairs, in this case a separate risk 
assessment is carried out 

2x2= 
4 (low) 

Team 
members, 

members of 
the public, 

visitors and 
contractors 

 
 
Emergency situations 

3x2= 
6 (med) 

 In the event of an emergency, such as a fire, the 
nearest exit is used irrespective of whether this 
is the designated exit in accordance with the 
distancing floor plan 

 Once outside, distancing from others is 
maintained including colleagues and public 

 In the event of a security issue, such as a break 
in, the police will be called in the normal way, 
distancing will be maintained from officers 
whilst helping with their investigations. 
Anything that can be prepared in advance of 

2x2= 
4 (low) 

Team 
members, 

members of 
the public, 

visitors and 
contractors 
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their arrival will be such as CCTV to prevent 
over-crowding in the office 

 Each shift with reduced team will still have a 
First Aider and Fire Warden as a minimum.  

 At the very least, there will be an appointed 
person assigned to each to raise the alarm in the 
event of an emergency 
 

Process Before 
controls 

Control measures After 
controls 

Who 
might be 
affected 

 
 

Delivering First Aid 

4x3= 
12 (high) 

Trained First Aiders may find themselves in 
situations where First Aid is required.  
 
To keep safe, the following steps are completed: 

 Hands are washed or sanitised before and after 
dealing with a casualty wherever possible  

 First Aider will wear a mask wherever possible 
when treating injured party.  

 First Aider will wear gloves prior to handling 
any dressings. Gloves are always worn when 
dealing with open wounds 

 Cuts and grazes will always be covered with 
waterproof dressing and gloves  

 Waste is disposed of safely 
 If CPR is required, any helpers must remain 2m 

away from the first aider and the casualty. The 
helper may swap roles with the first aider, but 
will maintain appropriate distancing from each 
other 

 A towel or piece of material will be placed over 
the mouth and nose of the casualty where 
possible as a makeshift mask.  

 First Aiders will not perform rescue breaths  

3x2= 
6 (med) 

Team 
members, 

members of 
the public, 

visitors and 
contractors 

 
Suspected case whilst 

working on site 

4x3= 
12 (high) 

 If a team member develops a high temperature 
or a persistent cough while at work, they will:  

• Return home immediately - try to avoid public 
transport 

• Avoid touching anything   
• Cough or sneeze into a tissue and put it in a bin, 

or if they do not have tissues, cough and sneeze 
into the crook of their elbow. 

 
 Follow the guidance on self-isolation and not 

return to work until their period of self-
isolation has been completed. If operating 
family units, the other members must also 
complete a 14-day precautionary self-isolation. 
 

 Once the team member has left, a 
precautionary clean is carried out. The illness 
may be treated as a lower or higher risk case. 
The type of case will determine the PPE to be 
used, however the cleaning process will remain 
the same. Follow the Cleaning Section in the 
guidance pack to identify the required PPE, 
cleaning equipment and waste disposal method 

 
 Allow 72hours between the events where 

3x2= 
6 (med) 

Team 
members, 

members of 
the public, 

visitors and 
contractors 
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possible to help the virus to become less 
prevalent 

 
 Testing is encouraged to provide confirmation 

of whether the symptoms are COVID-19. If 
negative, then the individual and family unit 
may return to work (provided that there have 
been no other suspected cases). 

Team Communication 
4x3= 

12 (high) 

 Team training is conducted via meetings or 
shift briefs following distancing guidelines. 
Where possible communication will be 
completed via alternative means, such as email, 
WhatsApp or whiteboards.  

 Team cook offs will be tasted via individual 
portions and cutlery will be provided for each 
individual  

 Loud music is not permitted in back of house.  

2x2= 
4 (low) 

 

Process 
Before 

controls 
Control measures 

After 
controls 

Who 
might be 
affected 

Business or site specific 
hazards – list below: 
 

Add risk 
rating 

Add controls 
Add post-
control 
risk rating 

Who might 
be affected 

  

 
 
 
 
 
 
 
 
 
 
 

  

  

 
 
 
 
 
 
 
 
 
 
 
 

  

 
 

As per the re-opening checklist, ensure that all team members are made aware of this risk assessment and controls. Record 
this on the Team Checklist for individuals. 
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Staying COVID-19 Secure in 2020
We con!rm we have complied with the government’s 
guidance on managing the risk of COVID-19

We have cleaning, handwashing and hygiene procedures 
in line with guidance 

We have taken all reasonable steps to help people work 
from home 

We have taken all reasonable steps to maintain a 2m 
distance in the workplace 

Where people cannot be 2m apart, we have done everything 
practical to manage transmission risk

Employer Date

FIVE STEPS TO SAFER 
WORKING TOGETHER

We have carried out a COVID-19 risk assessment and 
shared the results with the people who work here

Who to contact: Your Health and Safety Representative

(or the Health and Safety Executive at www.hse.gov.uk or 0300 003 1647)



 

© SureFoot Solutions Ltd – COVID-19 Support Pack – Re-Opening Guidance England Only 

Legionella Check for Re-Opening Site 
 
Firstly, you must review your risk assessment to ensure it is amended to reflect your current water usage. You must 
document how you will protect your staff, visitors and others from Legionella growth when you re-open. If you are not 
carrying out weekly flushing, you will need to document what steps you will be taking prior to re-opening. 
 
Complete the initial risk assessment below before following our re-opening guidance on the next page: 
 
Please answer yes or no to the below 6 questions.  
If you answer yes to any of the below your water system could be considered complex and you should use Option A from the 
re-opening guidance overleaf.  
 
If you answer no to all of the below questions you may chose option B. However, we would still recommend that if you have 
chosen Option B, that you engage a contractor once available to undertake a service of your water system as per your PPM.  
 

Assessing your water system (re-opening risk assessment) Yes/No  
1. Is your water recirculated within your system? 

 
 

 

2. Do you have a calorifier/large hot water heating unit? (This does not include immersion 
heaters) 
 

 

3. Do you have a water system which included outlets such as showers, humidifiers, evaporative 
water tower, fountain, spa pools etc.? 

 

 

4. Does your water come from a stored water tank as opposed to a wholesome mains supply? Is 
your water tank located outside of your building or not insulated? 

 

 

5. Is it likely that your employees or visitors are more susceptible to infection due to age, illness 
or weakened immune system should they be exposed to water droplets? 

 

 

6. Is it likely that daily water usage will not occur or that water usage will not be sufficient enough 
to turn over the entire water system? 
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If weekly flushing has not been carried out whilst shut and the site has been closed for over 2 weeks then follow the flow 
chart below and document actions taken from this prior to re-opening. 
 
If you have had a previous positive legionella sample from the water system, Option A should be followed.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Have you been flushing your 
taps, showers and cisterns 

weekly since closure? 

Option A - Prior to re-opening, 
engage a contractor in order to 

carry out a full disinfection of 
your water system prior to 

reopening, this can be done by 
carrying out chlorination. 

Work must be done no longer 
than a week prior to opening 
and before you open to the 

public and you must have sign 
off from your contractor.  

Record each visit, and the water 
temperatures taken on the 

appropriate form and store with 
your H&S documentation  

Review your risk assessment 
and introduce a weekly 

flushing and testing regime if 
you did not already have one in 

place. Ensure temperature 
check records are filled out 
and stored with your H&S 
documentation along with 

your lab results (where 
applicable) 

 

or 

No 

Yes 

Ensure your weekly legionella 
checks are maintained until you 
re-open and that all checks are 

recorded 

All taps and shower heads (if 
applicable) should be flushed 

gently, check the temperature of 
the hot water mains, this must 

be above 50 degrees. 
Flush all toilets and urinals in the 

building too  

Option B - Prior to re-opening 
switch on water and allow 

water tanks to refill, open all 
cold-water outlets and allow 

water to run for 10 minutes at 
a medium flow (tap not fully 

open). Then allow the hot 
water cylinder/boiler to refill 
and reheat and run taps at a 

medium flow for a further 10 
minutes, check hot water 

temperatures (these must be 
between 45- 55 degrees) 

regularly for 48 hours prior to 
opening, adjust as necessary.  

 

Take 2 Legionella samples, one 
from the water outlet that is 
closest to the water tank and 

one from the water outlet that is 
furthest away from the water 
tank. More information about 
sampling can be found below.  

If your sample is negative for 
Legionella you may go to next 
step. If your sample is positive 
you must revert to Option A  
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Additional Notes: 
 
Washing Equipment – 
 
You might find that your glasswasher and dishwasher are subject to cross-contamination from any build-up of bacteria 
within the machine or the water supply.  
 
Prior to opening ensure the following: 

• Machines are fully cleaned inside 

• Ensure sufficient chemicals are attached to the machine 

• Switch the machine on and compete a minimum of 3 complete wash and rinse cycles 

• Drain the equipment and recheck filters – do they need cleaning again? 

• Switch back on and you are ready for service 

 
Reviewing your Risk Assessment –  
Your risk assessments should be personalised to your internal policies and procedures. 

• It is important that you adapt your legionella risk assessment to reflect any new or enhanced checks that you may 

be undertaking post opening.  

• You should consider how you will protect your team whilst they carry out system flushing – considering scalding 

risks from flowing hot water and the wearing of PPE to prevent inhalation of potentially contaminated particles. 

Running your taps gently will reduce the chance of aerosols as will closing lids on toilets seats prior to flushing.   

Sampling Options –  
There are two sampling options you can utilise prior to opening to check for presence of legionella in your water supply: 

(1) The Rapid Self-Testing Kit – which will allow you to test your two designated outlets yourself and provide you with 

results within 30 minutes 

(2) Lab Testing – water samples can be collected and sent to our accredited lab, results will take 12-13 days 

Please head over to our Shop for pricing and to order. You must ensure you follow the flow chart once you have received 
your legionella results.  
It is also recommended that if you have chosen the rapid self-testing or lab testing route that you engage a contractor once 
available to undertake a service of your water system as per your PPM.  
 
Live in teams –  
If you have live-in teams, ensure they are carrying out weekly flushing of taps, shower heads and toilet cisterns, and ensure 
water temperatures are taken in line with your policy. These tests must be recorded and stored with your HS 
documentation.  
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Risk Assessment for Legionella Control When Re-Opening 
 
 
Hazards 
 
 
 
 
 
 
What do we need to do to keep it safe? 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Managers Checks  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Inhalation of legionella bacteria, through water systems creating an aerosol, i.e. a shower which may be 
exacerbated by periods of inactivity of the water system use 

• Ingestion of legionella bacteria, through drinking of contaminated water 
• Poor pipework system design, creating dead-legs    

• Manager to complete the ‘Assessing Your Water System’ review and use alongside the Legionella control 
flowchart to determine the course of action  

• A documented outcome of re-opening measures will be retained on file for review e.g. test results, contractor 
report – this should also be noted in the Manager’s Re-opening Checklist 

• Any positive or inconclusive results will be appropriately actioned, and the business will remain closed, with no 
water, use until such time as a negative (clear) result is confirmed 

• Any complex systems will be attended and inspected by a competent contractor 
• Hot water temperature from a direct hot water outlet should be between 45-55 degrees and cold-water 

temperature from a direct cold-water outlet should be below 20 degrees which limits legionella bacteria 
growth. 

• Hot water temperatures will be recorded weekly upon re-opening 
• Shower heads and taps will be subject to a quarterly descale upon re-opening 

 

• Documented measures taken prior to opening in “What do we need to do to keep it safe” section 
• Keep risk assessment sign off and training records for team members 
• A water schematic for the system should be available on site for reference with outlets clearly marked  
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Risk Assessment for Vulnerable Persons  
 
Guidance on completion 
 
What do I need to do? 
Before the vulnerable person returns to work a COVID-19 specific medical questionnaire should be undertaken to 
understand; 
• Their current health status 
• If they are considered a vulnerable group 
• For those within vulnerable groups if they are either; Clinically extremely vulnerable or clinically vulnerable  

 
Those on the clinically extremely vulnerable list should remain at home until such time as the Government advice changes. 
 
Those on the clinically vulnerable list may return to work, however only in ‘safe’ roles where they feel comfortable and tasks 
can be adapted as necessary. A risk assessment should be carried out for each vulnerable person, prior to their return to 
duties, and reviewed on a regular basis including upon updated Government advice. 
 
Clinically extremely vulnerable individuals  (shielding list) 
 

• Solid organ transplant recipients. 
• People with specific cancers: 

o people with cancer who are undergoing active chemotherapy 
o people with lung cancer who are undergoing radical radiotherapy 
o people with cancers of the blood or bone marrow such as leukaemia, lymphoma or myeloma who are at any 

stage of treatment 
o people having immunotherapy or other continuing antibody treatments for cancer 
o people having other targeted cancer treatments which can affect the immune system, such as protein kinase 

inhibitors or PARP inhibitors 
o people who have had bone marrow or stem cell transplants in the last 6 months, or who are still taking 

immunosuppression drugs 

• People with severe respiratory conditions including all cystic fibrosis, severe asthma and severe chronic obstructive 

pulmonary (COPD). 
• People with rare diseases that significantly increase the risk of infections (such as SCID, homozygous sickle cell). 
• People on immunosuppression therapies sufficient to significantly increase risk of infection. 
• Women who are pregnant with significant heart disease, congenital or acquired. 
• People who fall in this group should have been contacted to tell them they are clinically extremely vulnerable. 

 

Clinically vulnerable  
 

• Aged 70 or older (regardless of medical conditions) 
• Under 70 with an underlying health condition listed below (that is, anyone instructed to get a flu jab as an adult each 

year on medical grounds): 
• Chronic (long-term) mild to moderate respiratory diseases, such as asthma, chronic obstructive pulmonary disease 

(COPD), emphysema or bronchitis 
• Chronic heart disease, such as heart failure 
• Chronic kidney disease 
• Chronic liver disease, such as hepatitis 
• Chronic neurological conditions, such as Parkinson’s disease, motor neurone disease, multiple sclerosis (MS), or 

cerebral palsy 
• Diabetes 
• A weakened immune system as the result of conditions such as HIV and AIDS, or medicines such as steroid tablets 
• Being seriously overweight (a body mass index (BMI) of 40 or above) 
• Pregnant women 
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Vulnerable Person Risk Assessment  
 
Team Member Name    Date of Birth   

Name of Assessor   Date of Assessment   

Is this the first Vulnerable Persons Risk Assessment for this employee? Yes No 

If no, date of the last assessment:  

Please confirm into which category the employee falls (please tick)* 

Clinically Vulnerable        Clinically Extremely Vulnerable  
* If the employee falls under the Clinically Extremely Vulnerable category it is recommended that the employee stays at home and does 

not undertake working duties. 
Please confirm the health condition the employee is affected by: 

 
 
  

VULNERABLE GROUP WHAT ARE THE RISKS? EXAMPLES OF CONTROLS – PLEASE DISCUSS 
FURTHER CONTROLS WITH THE EMPLOYEE.  

All Exacerbating existing health conditions or 
exposure to further health risks  

Generally weakened immune system  

Social distancing in the work environment 

PPE where required or requested 

Good personal hygiene  

Adherence to sickness policy and 48 hour 
exclusion  
 

Aged 70 or over Generally weakened immune system  Enhanced personal hygiene  

PPE where required or requested 
 

Chronic (long-term) mild to moderate 
respiratory diseases, such as asthma, 
chronic obstructive pulmonary 
disease (COPD), emphysema or 
bronchitis 

Exacerbating respiratory illnesses 
through poorly ventilated areas, chemical 
exposure or dust exposure  

No working in confined spaces such as cellars 

Provision of face masks where required or 
requested  

Correct use of chemicals and PPE 
 

Chronic heart disease, such as heart 
failure 

 

Exacerbating existing condition through 
stress and/or physical hazards at work  

Review of shift patterns 

Reduce time employee needs to spend in extreme 
temperatures such as walk in freezers 

Chronic kidney disease 

 

Exacerbating existing condition  

Physical hazard at work and time required 
for dialysis  

Review shift patterns 

Review of physical limitations with the employee 
such as manual handling 
 

Chronic liver disease, such as 
hepatitis 

 

Exacerbating existing condition, extreme 
fatigue or physical risk when operating 
complex equipment  

Review shift patterns  

Review of physical limitations with the employee 
such as manual handling 
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Chronic neurological conditions, such 
as Parkinson’s disease, motor 
neurone disease, multiple sclerosis 
(MS), or cerebral palsy 

Exacerbating existing condition  

Changes in physical or mental ability either 
temporarily or permanently  

Review shift patterns 

Review of physical limitations with the employee 
such as manual handling 

Diabetes 

 

Please refer to a Diabetes Risk Assessment  Please refer to a Diabetes Risk Assessment as well 
as adhering to all business specific COVID controls 

A weakened immune system as the 
result of conditions such as HIV and 
AIDS, or medicines such as steroid 
tablets 

Potentially weakened immune system, may 
vary according to specific condition 

Enhanced personal hygiene  

PPE where required or requested 

Being seriously overweight (a body 
mass index (BMI) of 40 or above) 

Potentially weakened immune system  Enhanced personal hygiene  

PPE where required or requested 
 

Pregnant Women  Please refer to Expectant Mothers Risk 
Assessment  

Please refer to Expectant Mothers Risk 
Assessment as well as adhering to all business 
specific COVID controls 
 

 
 
Summary of Findings and Actions Required from this Assessment Completed? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Date of Next Assessment  

Actions required communication to Managers and colleagues? Yes No 
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Risk Assessment for Team Travel  
 
 
Hazards 
 
 
 
 
 
 
What do we need to do to keep it safe? 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Managers Checks  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Injury due to accidents  
• Opportunist theft or robbery or incidents whilst lone working 
• Violence and aggression towards team members 
• Contracting COVID-19 from travel to and from site 

    

Where travel to site is essential, strict controls must be adhered to in order to minimise the risks to yourself.  
Whilst travelling to and from site;  

• Use the quietest time possible for travel and use mode of transport with the least possibility of coming into 
contact with others 

• If you do not have uniform on site, carry in total outfit change including shoes in a sealed bag 
• Notify someone else via phone or text where you are at all times and keep a charged phone on your persons at 

all times, keeping regular contact.  
• Ensure a 2m distance is kept between yourself and anyone else as much as possible during travel 

 
On site; 

• When arriving at site, wash hands thoroughly for at least 20 seconds.  
• Change into separate clothing – whether this is separate clothing brought in or laundered uniform that is on 

site. Ensure shoes are also changed.  
• Store travelling clothes separately to on site clothes 
• Wash hands again 
• Do not use phone or personal effects while on site. If needed ensure these have been sanitised before use 
• When planning to leave site, change back into travelling clothing and place uniform in dirty laundry bin or place 

into sealed bag to carry home 
.  

On returning home;  
• Remove shoes and clothing immediately. Place clothing into wash. Wash hands for at least 20 seconds. Remove 

any case to phone and wipe clean phone and case with antibacterial wash or wipes if phone was used during 
travel.  

• Ensure team are adhering to controls  
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Risk Assessment for Delivering Take Away  
 
Hazards & Who might get hurt? 
 
 
 
 
 
 
What we do to keep it safe? 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Managers Checks 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Injury due to accidents whilst on delivery 
• Injury from falling from bicycle 
• Violence and aggression towards team members 
• Opportunist theft or robbery or incidents whilst delivering    

• Team members must have a means of communication on them in the event of an incident, i.e. phone 
• Team members to be vigilant towards suspect persons 
• Team members to take deliveries in pairs – do not go alone 
• Ensure that the manager on duty is aware when and where deliveries are being taken 
• Violence and aggression is not tolerated; if team members feel threatened they should remove themselves from 

confrontation, seek emergency aid from their manager and/or phone 999.   
• Where possible do not deliver in the dark, always use well-lit routes 
• Ensure that bicycle helmets are always worn when out for delivery and if dark appropriate lights and his-vis to 

be in use 
• If using a motorised vehicle they must be fully insured, taxed and have a full MOT, vehicle must be road worthy, 

clean inside and pre-use checks should be completed on brakes, oil, washer fluid. All drivers must have 
appropriate license for the vehicle, hold insurance for business use and adhere to all highway code 
requirements 

• Do not accept cash payments wherever possible 
• Adhere to contactless drop off principles, leaving the order for the customer to pick up rather than handing over 

directly 

• Check any vehicle or bicycles are in good working order before used by team member 
• Ensure all controls listed have been implemented before use 
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Re-Opening Checklist 
 
 

Date Labels  
Carry out date label checks on all food and drink products that are in the business, throwing away anything that has 
expired. Ensure you check all fridges, freezers (both in the kitchen & bar), dry stores and drink storerooms.  
Take extra care when checking the freezers in case there have been any long-term power cuts whilst you were closed 
that could have caused items to defrost. Visually check frozen items for signs of thawing, ice crystals or freezer burn. 
Whilst checking dates in the dry store also check the packaging to ensure it has not been eaten by pests, suffered water 
ingress or become mouldy and therefore contaminating the food. 
 

 

Comment all areas checked and action completed: 
 
 
 
 
 
Equipment & premises cleaning 
Before using any kitchen equipment, crockery/cutlery and glassware it should be passed through the dishwasher / glass 
washer to ensure it is cleaned and sanitised thoroughly.  
Ice Machine needs to be sanitised and all parts which can be removed placed through dishwasher before turning back on.  
Any beer lines must be cleaned through prior to use.  
All work surfaces and cooking appliances should be cleaned using your sanitiser chemical, be sure to follow the correct 
dilution and contact time of your sanitiser before wiping surfaces down. You may need to order more chemicals if you 
have used all or most of your supply during the close down. Implement 20 minute cleaning program log for teams. 
Follow usual Health & Safety precautions, such as not moving, cleaning or emptying equipment when hot. 
 

 

List all equipment and areas checked and sanitised: 
 
 
 
20-minute cleaning programs are held: 
 
 
 
 
Pest activity checks 
Carry out pest activity checks in every room in the building. Make sure you check behind fridges, freezers and other 
equipment, underneath any banquette / bench seating you may have and any known pest hotspots. If you find any 
evidence of pests this should be cleaned away immediately, the area sanitised and reported to your pest contractor. Just 
because there was no pest activity previously, do not assume that there has been none over the closure period. 
It is advisable to arrange a visit from your pest control company as soon as possible prior to re-opening.  
 

 

Areas where pest activity was found, and action taken: 
 
 
 
 
Legionella water checks 
With no taps or water systems in use for a period of time it is important that the system is flushed through to reduce the 
risk of Legionella. Follow the Legionella check flow chart for re-opening and action the correct process. Ensure this is 
documented within your risk assessment. 
If you require additional support contact your line manager or SureFoot on 02074 344 535 
 

 

Flow chart option taken and actions completed:  
 
 
 
 
Allergens 
Do you have the correct allergen information for the current menu including any updates or substitutes? Is it available at 
different points for the team? If you do not have the correct or latest allergen information, then contact your line 
manager immediately.  
 

 

What allergen information is being used, where is it available: 
 
 
 
 



 

© SureFoot Solutions Ltd – COVID-19 Support Pack – Re-Opening Guidance England Only 

Turn everything (required) back on 
Whilst walking around the building turn back on all of the equipment you turned off when closing the site once it has 
been cleaned. Not all equipment may be needed at first but try to check that it is working safely. In particular, all required 
fridges and freezers, so they are ready for food deliveries. Ensure that units have reached the correct temperature 
before restocking. Calibrate probes prior to opening to ensure that temperature checks are accurately completed. 
If you have diverted the site telephone number remember to cancel the divert. 
 

 

List all equipment turned on and whether working correctly: 
 
 
 
 
 
Probe 1:   ID______________________     Boiling Temp______________________ Ice Temp______________________  Safe to use  
 
Probe 2:   ID______________________     Boiling Temp______________________ Ice Temp______________________  Safe to use  
 
Probe 3:   ID______________________     Boiling Temp______________________ Ice Temp______________________  Safe to use   
 
Probe 4:   ID______________________     Boiling Temp______________________ Ice Temp______________________  Safe to use  
 
 
Deliveries 
Try to stagger delivery times so that not all temperature-controlled items arrive at once. Temperature check items and 
record in the usual way. See Deliveries guidance on how to do so properly.  
Stock may have been in the warehouse some time, so pay extra attention to shelf life of products. Also check no suppliers 
or products have changed; any substitutes may contradict allergen information and menu claims. 
If using different products to previously, this may affect allergen information and must be reported to line manager 
immediately.  
 

 

List when deliveries are arriving and which team member is designated to the check and pack of the delivery: 
 
 
 
 
Security 
Check the premises for any signs of criminal damage. Reporting anything you find to Head Office and the local Police. 
Consider Lone Working policy; always have two people on site where possible or at least have an emergency contact to 
notify that you are going onsite and have left site. Ensure alarm codes are correct and CCTV is working. 
 

 

List controls implemented for team security:  
 
 
 
 
 
Maintenance contractors notified 
Contact your planned maintenance contractors to inform them that you are back open. Ensure that any scheduled visits 
that should have taken place during the closure are rearranged. Ensure these are completed when minimal people are on 
site. 
 

 

Any maintenance planned in for the next month, if so list below what it is and controls that have been put in place for when 
they visit: 
 
 
 
 
Fire alarm tests and checks 
Carry out your usual fire safety checks including testing the alarm, testing emergency lighting, checking fire exits aren’t 
blocked and that extinguishers are in place. Walk all escape routes in full to ensure no obstructions. If completing 
physical distancing with team, create a plan for evacuation drills to ensure team leave with distance and assemble in an 
area where they can distance. 
 

 

Where are the alarm tests logged, what process is in place for evacuation drills if completing physical distancing with team: 
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Re-Opening Risk Assessment  
This has been completed with specific controls for the site documented, template can be found within the risk 
assessment section, non-applicable controls have been removed.  
 

 

Re-Opening Risk Assessment is held:  
 
 
 
Medical Questionnaires with Team Completed 
Complete the COVID-19 return to work questionnaires with all team 
 physical distancing guidance and personal hygiene refresher session with the team, ensuring that they are safe, well and 
ready to return to work. 
 

 

Medical questionnaires are held:  
 
 
 
Team trained on risk assessments 
Run through all new risk assessments, HACCPs, allergen information updates with the team and ensure they sign off the 
team checklist  
 

 

List new risk assessments and where these are held: 
 
 
 
 
Working on site policy 
Implement family units, physical distancing or both with team members. Ensure the team are trained on the process in 
place and understand their responsibilities. All areas requiring tape marking on site within kitchen, front of house and 
any outside queue has been completed.  
 

 

Which system is being implemented, where is the family log or floor plan for physical distancing held: 
 
 
 
Team Checklist  
All team members have completed the team checklist, understand the new policies and their responsibilities  
 

 

Team Checklists are held: 
 
 
 
Dine-In Customer Controls 
Have queuing and booking systems been finalised, is there a designated host, signage in place, alternative means of 
communication considered for those with sight or hearing impairments, sanitiser stations (if using) available to those 
with restricted mobility, policy established on use of screens and / or distancing, layout revised in line with 2m or 1m+ 
requirements, performance and music considered, payment methods (cashless and contactless considered), system in 
place to support NHS Test & Trace and toilets effectively managed  
 

 

Has this is all been considered in the COVID-19 risk assessment and where is it kept: 
 
 
 
 
Visitor Policy 
This is in place, has been circulated with all visitors required and signed before or on arrival  
 

 

Visitor policy is kept:  
 
 
 
 
 

 
 

Completed checklists to be stored with your COVID-19 and Re-Opening Risk Assessment. 
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Daily Checklist  
  

MANAGERS OPENING CHECKS 

Team All team fit to work, fully changed into new clean uniform, no personal belongings on show or being used. Have all completed 
team checklist and trained on new procedures.  

 

Personal Hygiene All hand wash basins fully stocked with hot water, hand soap & paper. Sanitiser stations set up. Cleaning equipment set up for 
20 minute cleaning.  Hands must be washed on entering site, entering kitchen, toilet, after handling raw meat, raw fish or raw 
vegetables, smoking, touching phones or tablets, cleaning and every 20 minutes. 

 

Food Storage All foods stored in appropriate containers, covered and in good condition? All dated and labelled correctly? Day dot label 
colour must show the date food is to be discarded. No storage of packaging and food items on the floor.  

 

Maintenance All equipment turned on, cleaned and in good condition?  

Allergens Correct information is in place, no substitute items have been bought from supermarket with different allergens than normal 
product?  

 

Health & Safety Tour of site has been completed. Fire escape routes and exits are unlocked and clear. First aid kit available. No slip or trip 
hazards? No combustible items stored next to heat sources? Equipment not in use switched off? 

 

Pest Control Any evidence of pest activity removed? Checked under equipment and behind fridges?  

 
EQUIPMENT CHECKS | Using a probe check the hot water temperature from a non-mixer tap. Temperature should be 50-55 oC  . Glasswashers should 
achieve at least 60 oC on a rinse cycle and dishwashers 82 oC  on a rinse cycle 
Sink / Outlet Temperature Glasswasher Temperature Dishwasher Temperature 
    

 
DELIVERY CHECKS | Fresh: Take temperatures of high risk items, either into open products or between packs.  Temperatures should be below 8

o
C for all 

fresh foods and below 5
o

C for raw fish.  Frozen: Take temperatures between packs.  Temperatures should be below -15
o

C   Mark N/A if the delivery is not 
chilled or frozen, i.e. dry delivery.  REJECT if the temperature is too high, there is any damage to packaging or signs of pests 
Supplier Product Invoice No. Temp °C Pest / Quality Check Distance adhered 
      

      

      
 

FRIDGE / FREEZERS | fridges below 8C, freezers below -18C  COOLING | Blast Chiller Method (BC), Running Water (RW), Ice 
Bath (IB). Below 8oC within 90 mins. 

 1 2 3 4 5 6 Item Cooling 
Start 
Time 

Cooling 
Start 
Temp 

Cooling 
End 
Time 

Cooling 
End 
Temp 

Chilling 
Method 

AM            BC RW IB 

PM            BC RW IB 

 7 8 9 10 11 12      BC RW IB 

AM            BC RW IB 

PM       HOT HOLDING | Reheated first to above 75ºC, then held above 
63oC 

COOKED & REHEATED FOOD  | Probe some hot food from each 
cook platform (i.e. fryer, combi oven, pan) to ensure it has 
reached a minimum of 75ºC for 30 seconds 

Item 12:00 14:00 16:00  18:00  20:00  

Item Time of check Temperature ºC       
         
         
   PROBE CALIBRATION (Mondays ONLY) | Calibrate each 

thermometer ONCE a week. Hot water should achieve 99 to 101 
ºC, iced water should achieve -1 to +1 ºC    

   Probe name / number Hot Water Iced Water 

      
      
      

 
CORRECTIVE ACTIONS | Note here any corrective actions, including what happened to the food itself 

 
 

 
Managers Closing Checks 

Cleaning Only approved cleaning methods used. Cleaning to an acceptable standard. Cleaning schedules signed off. Cleaning 
equipment in good condition.  All rubbish/recycling removed. 

 

Equipment 
Cleaning 

All food contact surfaces of equipment in clean and hygienic condition. This includes, oven and any utensils or kitchenware 
used. 

 

Day:  Date: 
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Sign 

Team Checklist  
 
 
 
 

COVID-19 Workplace Risk Assessment 
I have read and understood the COVID-19 workplace risk assessment, including steps to be taken whilst travelling and 
when onsite 
 

 

Uniform Policy 
I understand and will adhere to all COVID-19 new uniform policies  
 

 

Cleaning / Hand Washing Procedure 
I have understood the new 20 minutes cleaning and handwashing procedure 
 

 

Medical Questionnaire 
I have completed the COVID-19 medical questionnaire to the best of my knowledge prior to beginning work  
 

 

Physical Distancing  
I have been provided a tour of the site with all new distancing rules in place for deliveries, take aways, visitors and 
understand how to adhere to the controls.  
 

 

Operating Practices  
I have read an understood our onsite practice and will adhere to all processes 

 

  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Name: Date: Manager Name: 
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COVID-19 Specific Visitor and Employee Health Questionnaire 
 
The safety of our employees, supplier partners, customers, families and visitors remain our overriding priority. As the Coronavirus disease 
(COVID-19) outbreak continues to evolve and spreads globally, we are monitoring the situation closely and will periodically update 
company guidance based on current recommendations from the UK Government and the World Health Organization.  

To prevent the spread of COVID-19 and reduce the potential risk of exposure to our workforce and visitors, we are conducting a simple 
screening questionnaire. Only business critical visitors are permitted at our site at this time. Where a business is currently closed, all team 
members including Management should complete this form prior to re-commencing work. 

This questionnaire only covers COVID-19 and should not be used to cover other suspected illness symptoms, such as vomiting and 
diarrhoea. A normal return to work questionnaire should be used for any normal fitness to work concerns, such as vomiting or diarrhoea.  

Details will be securely stored for 21 days and may be used as part of the NHS Test and Trace programme if required. 

 

Health and welfare 
Have you experienced of the following 
cold or flu-like symptoms in the last 14 
days? 

Yes No 
If yes, when did you last 
experience symptoms? 

If yes, have you self-
isolated for 10 days? 

Fever     
Cough     
Sore Throat     
Respiratory Illness     
Difficulty Breathing     
Loss of sense of smell or taste     
Positive COVID19 test result indicating 
that you had the virus at the time of testing  

  Test date:  

Any persons who have experienced any cold or flu-like symptoms in the last 14 days (to include fever, cough, sore throat, 
respiratory illness, difficulty breathing) should be denied access. They may return once they have self-isolated for 10 days, free 
from symptoms. Please then complete another medical form and store with this one. 
 

 
 
 

Caring for and living with others 
Have you had close contact with, or cared for, 
someone diagnosed with COVID-19 or suspected 
COVID-19 within the last 14 days 

Yes No 
If yes, when did you last have 

contact with them? 
   

Any persons who have had close contact with or cared for someone diagnosed with COVID-19 or suspected COVID-19 should 
be denied access – they may return once they have self-isolated for 14 days, free from symptoms. Please then complete 
another medical form and store with this one. 
 

 
 
 
 

 Overseas travel 
Have you been abroad in the last 28 days? 
If yes, note which country and please 
indicate when your self-isolation period 
began (if required – see below) 

Yes No 
Countries of travel If yes, when did your 

self-isolation begin 
    

Have your housemates been abroad in 
the last 28 days? If yes, note which 
country and please indicate when your 
self-isolation period began (if required – 
see below) 

    

Any persons who have been overseas or in contact with someone who has been overseas should self-isolate for 14 days and 
only attend work once they have been clear of symptoms for 14 days. Please then complete another medical form and store 
with this one. Travel from some countries may not require self-isolation, please see government coronavirus travel advice for 
the latest information.  
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Employees only: Vulnerable groups 

Are you currently experiencing any of the health 
conditions listed below relating to either clinically 
extremely vulnerable or clinically vulnerable 
considerations? 

Yes – please specify  No 
 
 
 
 

 

Can the job role be adjusted to allow working from 
home? 

Yes No 
 
 
 

 

Can the job role be adjusted for those who are 
clinically vulnerable to allow 2m distancing? Note: 
Those who are clinically extremely vulnerable are 
recommended to stay at home 

Yes No 
  

Being part of a vulnerable group does not mean that an individual is not capable of performing their role, but rather due to 
underlying health conditions it may be safer for them to work from home or remain away from work. This is particularly 
important for those on the clinically extremely vulnerable list.  
 
If a member their household is on the clinically extremely vulnerable or clinically vulnerable list then it is not necessary for 
the team member to also shield, but instead steps for their safe return should be discussed. Further Government advice is 
available here. 
 

 
Clinically Extremely Vulnerable (shielding list) 
 
Solid organ transplant recipients. 
 
People with specific cancers: 

• people with cancer who are undergoing active chemotherapy 

• people with lung cancer who are undergoing radical radiotherapy 

• people with cancers of the blood or bone marrow such as 
leukaemia, lymphoma or myeloma who are at any stage of 
treatment 

• people having immunotherapy or other continuing antibody 
treatments for cancer 

• people having other targeted cancer treatments which can affect 
the immune system, such as protein kinase inhibitors or PARP 
inhibitors 

• people who have had bone marrow or stem cell transplants in the 
last 6 months, or who are still taking immunosuppression drugs 

People with severe respiratory conditions including all cystic fibrosis, 
severe asthma and severe chronic obstructive pulmonary (COPD). 
 
People with rare diseases that significantly increase the risk of infections 
(such as SCID, homozygous sickle cell). 
 
People on immunosuppression therapies sufficient to significantly 
increase risk of infection. 
 
Women who are pregnant with significant heart disease, congenital or 
acquired. 

People who fall in this group should have been contacted to tell them they 
are clinically extremely vulnerable. 

 

Clinically Vulnerable 
 
aged 70 or older (regardless of medical conditions) 

under 70 with an underlying health condition listed below (that is, anyone 
instructed to get a flu jab as an adult each year on medical grounds): 

• chronic (long-term) mild to moderate respiratory diseases, such as 
asthma, chronic obstructive pulmonary disease (COPD), emphysema 
or bronchitis 

• chronic heart disease, such as heart failure 

• chronic kidney disease 

• chronic liver disease, such as hepatitis 

• chronic neurological conditions, such as Parkinson’s disease, motor 
neurone disease, multiple sclerosis (MS), or cerebral palsy 

• diabetes 

• a weakened immune system as the result of conditions such as HIV 
and AIDS, or medicines such as steroid tablets 

• being seriously overweight (a body mass index (BMI) of 40 or above) 

• pregnant women 

 

 

 
Approved to return to work (circle one) Yes No 

Employee / Visitor Signature  Date:  

Visitor Contact Number  

Manager Signature:  Date:  

Please store completed forms in a secure location and in line with your company GDPR policies. 

Should you have any further questions or require clarity, please contact your Client Manager or the 
SureFoot Solutions safety support helpline on info@surefootsolutions.com or 020 7434 4535. 

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
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Visitor Sign In Policy 
 
All visitors and contractors must read the following and complete the COVID-19 Medical Questionnaire prior to entering 
site. By signing this policy it states that you have read, understood and will conform with the information.  
 
Physical Distancing 
 
Whilst on site you must practice physical distancing of a minimum of 2m from anyone else on site at all times.  
If physical distancing is not possible for the purpose of the visit then this visit must not go ahead and a time arranged for 
when it is feasible. 
The manager on duty will lead you to the area/s required. Ensure that you follow from the required distance.  
You must make sure the manager on duty is aware of area/s you require access to and allow them to make arrangements for 
these areas to be clear of team members or other people who might be onsite for the time period required.  
 
 

The Fire Escape Routes Are:  

Smoking is not permitted anywhere except:  

The nearest toilets are located:  

The Fire Alarm is tested on:  

 

ALL visitors must fill out the following: 

 
Date Time 

in 
Time 
out 

ID 
Checked 

 
Company 

 
Name & Phone 
Number (require 
mobile number 
for track & trace 
purposes) 

I have read & 

understood the 
above and 
completed 
medical 
questionnaire 

(sign) 

 

 
Reason for visit 

 : : 
O 

    

 : : 
O 

    

 : : 
O 

    

 : : 
O 

    

 : : 
O 

    

 : : 
O 

    

 : : 
O 

    

 : : 
O 

    

 : : 
O 

    

 : : 
O 
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HACCP for Delivering Take Away 
 
Hazards 
 
 
 
 
 
 
Controls – what are we doing to keep it safe?                                                      
  
 
 
 
 
 
 
 
 
 
 
 
Critical Limits – What is acceptable? 
 
 
 
 
 
Corrective Action – what if it’s not right?                        
 
 
 
 
 
 
 
How do we check? 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Multiplication of micro-organisms 
• Deterioration or decomposition of foods 
• Chemical or Physical contamination 
• Allergenic contamination  

• Do not prepare orders too far in advance of delivery to avoid foods being at room temperature for long periods 

of time 

• Ensure that thermal bags are always used when delivering food 

• Do not deliver orders that take more than 30 minutes to get to from the site 

• Deliver large orders in batches to avoid long waiting times 

• Ensure that allergy orders are clearly labelled on the box it is placed in 

• If possible, place allergen orders in a separate thermal bag, if not, place at the top of the bag with all other items’ 

underneath and double wrapped. 

  

   

• Orders prepared no more than 15 mins before delivery time 

• Allergen orders labelled, double boxed and placed as top layer in bag 

• Where food is waiting for more than 15 minutes food should be discarded and the order remade by the kitchen 

• If allergen orders are placed lower in thermal bag or are not labelled, they must not be given to customer and 

their order must be remade.  

  

  

• Manager to check orders before being packed for delivery 

• Ensure that all allergen boxes are double boxed, labelled and placed in separate or top layer of bag 
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Customer Information – Example of our commitment to safety 
 
 
Safety is of the upmost importance. Therefore, we have stringent policies in place to ensure this is being adhered to at all 
times. Our guidelines are as follows; 
 

• All team members complete health questionnaires and checks prior to beginning work 
 

• Team members work in ‘family’ units and follow strict self-isolation guidelines, if required  
 

• Contactless pick up and deliveries are in operation following all physical distancing guidelines 
 

• All of our team follow our strict travel and working guidelines  
 

• Where food is being delivered it is sealed and boxed by the kitchen team  
 

• All key work areas are disinfected every 20 minutes 
 

• All team members complete additional hand washing every 20 minutes 
 

• Kitchens are deep cleaned after every service prior to re-opening  
 

 
Booking Confirmation Details on What to Expect – Example of information for customers 
 
 
As part of this booking, your contact details will be held securely for 21 days and may be used as part of the NHS test and 
trace programme.  
 
In order to keep all our customers and team safe, during your visit there are certain guidelines that you are required to 
follow. These are as follows; 
 

• Do not visit if you are feeling unwell, have any COVID-19 related symptoms or if you’re self-isolating as a 
precaution 
 

• Upon arrival please wash your hands or use the hand sanitiser provided  
 

• Arrive at the time of booking to avoid unnecessary delays or overcrowding and make yourself known to a team 
member 
 

• Observe at least a 1m distancing rule as a minimum with all other customers at all times whilst onsite 
 

• Ensure that all members of your party including children adhere to government guidelines on distancing during 
your visit 
 

• Please ensure that as per government guidelines that your booking only includes two different households (or 
support bubbles) or a group of 6 at most of any number of households.  

 
• When using our facilities please ensure that you do not congregate around toilets or bars and form an orderly 

distanced queue if necessary 
 

• Please note that your server will stand 1m away from your table wherever possible during your visit 
 
 
We reserve the right to refuse entry if we believe these guidelines are not being adhered to 
 
 
 
 
 
 
 



 

© SureFoot Solutions Ltd – COVID-19 Support Pack – Re-Opening Guidance England Only 

Family Unit Log 
 
 
 
 

Team Unit – what they are 
called 

Who makes up this team 
Comments – has this team had to self-
isolate and if so what dates 

Red Team 

  

Blue Team 

  

Yellow Team 

  

Green Team 

  

Contingency Team if a team 
is required to self-isolate 
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Hourly - 20-minute cleaning log 
 
 

  TIME:   Notes 

Kitchen Work Surfaces O  

Tablets in use incl. tills, phones, keyboards O  

All door handles including fridges / freezers O  

Probes incl. handles O  

Toilets incl. door handles, taps, flush O  

Light switches O  

Tables O  

Equipment through dishwasher O  

All team have washed hands O  

 
Checked By: 

 
Sign: 

 
 

  TIME:   Notes 

Kitchen Work Surfaces O  

Tablets in use incl. tills, phones, keyboards O  

All door handles including fridges / freezers O  

Probes incl. handles O  

Toilets incl. door handles, taps, flush O  

Light switches O  

Tables O  

Equipment through dishwasher O  

All team have washed hands O  

 
Checked By: 

 
Sign: 

 

  TIME:   Notes 

Kitchen Work Surfaces O  

Tablets in use incl. tills, phones, keyboards O  

All door handles including fridges / freezers O  

Probes incl. handles O  

Toilets incl. door handles, taps, flush O  

Light switches O  

Tables O  

Equipment through dishwasher O  

All team have washed hands O  

 
Checked By: 

 
Sign: 
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Masks – how to put on, use, take off and dispose of correctly 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 

1. Before putting on your 
mask, clean hands with anti-
bacterial soap and water. 
Ensuring that washing lasts 
for at least 20 seconds.  

2. Tie behind your head, 
avoid touching the front. 
Cover mouth and nose 
with mask and make sure 
there are no gaps between 
your face and the mask. Do 
not fit masks for others. 

3. Avoid touching the mask 
whilst using it. If you do, 
wash hands with soap and 
water.  

4. Replace the mask with a 
new one as soon as it 
becomes damp. Dispose of 
used masks in a lidded, lined 
bin and do not re-use masks.  

5. To remove your mask, do 
so from behind. Do not 
touch the front of the mask. 
Discard immediately in 
closed bin, wash hands with 
soap and water.    




