Hospitality Trading Guidance
COVID-19 LOCKDOWN SUPPORT PACK
ENGLAND ONLY
5th January 2021

National Lockdown Restrictions – 5th January 2021
Following the introduction of National Lockdown restrictions in England on the 5th January 2021, hospitality businesses are
legally required to adhere to the necessary controls to reduce the spread of infection. Furthermore, this has been
accompanied with additional powers being granted to enforcement officers to issue fixed penalty notices and enforcement
notices where a business is found not to be complying with the law.
National lockdown restictions are summarised here:
All businesses and venues that are open are expected to follow COVID-19 secure guidelines to protect customers, visitors
and workers.
Everyone who can work from home must do so. Where people cannot do so, they should continue to travel to their
workplace.
Hospitality venues such as cafes, restaurants, pubs and bars serving food and non-alcoholic drinks are permitted to open for
takeaway (until 11pm), click-and-collect, drive-through and delivery only. Dine in service is not permitted. Alcoholic drinks
can only be served via delivery only.
The following hospitality venues must close:
•
•
•
•
•
•

accommodation such as hotels, hostels and guest houses, except for specific circumstances, such as where these act
as someone’s main residence, where the person cannot return home, for providing accommodation or support to
the homeless, or where it is essential to stay there for work purposes
leisure and sports facilities such as leisure centres and gyms, swimming pools, sports courts,fitness and dance
studios
entertainment venues such as theatres, cinemas, indoor play and soft play centres and areas
indoor play centres and areas, including inflatable parks and soft play centres and areas (other than for people who
have a disability)
nightclubs
cinemas and theatre – other than drive-in events, broadcasting performances, training or rehearsal

If businesses fail to comply with these restrictions, they can face fines of up to £10,000, prosecution or closure.
Further information on National Lockdown Restrictions can be found here.
This guidance pack has been put together to support the hospitality industry during this difficult period. It includes the
following;
Closedown Checklist

Remaining Open for Take
Away

COVID-19 Risk
Assessment for Take Away
and Delivery

Safety Support Packages

Delivery and Meal Box
Guidance

HACCP for Delivering
Takeaway

Risk Assessment for
Delivering Takeaway

Please note for businesses remaining to stay open for take away or delivery during this time, the same COVID Secure rules
apply as before. For more information on how to set up the business accordingly, please refer to our full COVID-19
Guidance Support Pack 5.0. This can be found here.
The information in this lockdown support pack has been compiled to help support businesses through this short term
lockdown, it is created using safety regulations and best practice. If utilising this information, the business must ensure it is
fit for purpose and adapt as required for the operation.

Closing Checklist
Date Labels
Carry out date label checks on all food and drink products that are in the business, use as much as possible before
closedown, throwing away anything that has expired or will expire during the closure period. Ensure you check all fridges,
freezers (both in the kitchen & bar), dry stores and drink storerooms.
Some longer life items, such as the dry store and freezers it will be possible to keep. Other items can be frozen provided
that they have not been previously frozen or defrosted. Consider the quality of the item once defrosted, salad leaves, eggs
and some fruit and vegetables will not freeze well.
Only keep items which will have a minimum shelf life of 2 days once defrosted. Label with the date of freezing, plus up to 3
months. Your Head Office may also recommend you clear beer lines also, check with your Line Manager. Any expired items
should be discarded and recorded on wastage
Comment all areas checked and action completed:

Equipment & premises cleaning
Equipment should be cleaned and switched off. Remember equipment such as fryers, where it will be useful to drain them,
clean and cover. Drain dishwashers and glasswashers to prevent stagnant water.
Follow usual Health & Safety precautions, such as not moving, cleaning or emptying equipment when hot.
List all equipment and areas checked and sanitised:

Leave the KP area sparkling and empty all bins
Don’t be tempted to cut corners and leave a lonely glass or plate. Ensure everything is cleaned and stored away. Cover
equipment such as glassware, cutlery and crockery where possible. Leave doors open to maintain ventilation.
Sweep and mop all areas. A deep clean now will help you return to a cleaner business when you re-open. Debris left behind
could become mouldy and attract pests.
All waste and recycling should be put out for collection and the bins cleaned internally to prevent attracting pests.
List areas deep cleaned and confirm bins emptied:

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. Either complete weekly checks on all outlets and record outlets checked and temperatures (if safe to do
so) or arrange for a contractor to attend following re-opening
Option to be implemented:

Turn (almost everything) off
Some equipment such as fridges and lights will be obvious but double check everything. Leave freezers on if there is still
food inside to ensure that it remains frozen. Check with your Head Office if till systems should be unplugged and confirm
arrangements for the phoneline to be diverted or leave a message for any missed calls.
Units to be left on:

Remaining Open for Take Away – Enhanced Controls
Whilst the Government lockdown is in place, to help prevent spread of Covid-19 the following enhanced controls are required of delivery
and takeaway sites.

Access to the sites
•
•
•

•
•

Restrict access to the site to only essential visits
All visitors should be subject to the specific screening questionnaire – this includes team members from other sites and
Head Office
Any employees or visitors who are in the extremely vulnerable groups as identified in the UK government guidance should be
self-isolating under shielding measures and should be denied access to the site. However if visitors in vulnerable groups are
attending site as a takeaway customer, they must not be discriminated against and should be served as all other customers
would be.
Deliveries should be accepted only from approved suppliers. There must be emphasis on keeping a distance of at least 2 meters,
or over, between the team member and the delivery driver
It is highly recommended that takeaway sites have provision for collection which does not require the customer or collection
driver to enter premises and/or touch contact surfaces within premises including the door handles etc. (see our full guidance
pack for example layouts)

Communicating with teams
All team members must continue to follow the strict COVID Secure guidelines and continue to do so even though the site is not open to
customers. This includes 2M distancing wherever possible, between 2M and 1M with PPE if cannot achieve 2M or operate as a family
units. Full information on how to operate with COVID Secure in place can be found in our normal COVID-19 guidance support pack.

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.

When creating full retail boxes to be distributed UK wide, there are certain further regulations that need to be adhered to,
please contact us directly for more guidance on creating correct labelling and documented procedures.

HACCP for Delivering Take Away
Hazards
•
•
•
•

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

Controls – what are we doing to keep it safe?
•
•
•
•
•
•

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.

Critical Limits – What is acceptable?
•
•

Orders prepared no more than 15 mins before delivery time
Allergen orders labelled, double boxed and placed as top layer in bag

Corrective Action – what if it’s not right?
•
•

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.

How do we check?
•
•

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

Risk Assessment for Delivering Take Away
Hazards & Who might get hurt?
•
•
•
•

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

What we do to keep it safe?
•
•
•
•
•
•
•
•

•
•

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

Managers Checks
•
•

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

COVID-19 Workplace Risk Assessment – Takeaway & Delivery updated
COVID-19 Business Specific Risk Assessment
Name of business that this assessment applies to
Overall responsibility to safety contact within the business
Date of risk assessment

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

Breaks

Emergency situations

Illness at work

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

Contraction of COVID-19

Key to controls:

Government guidance

Process

Infected team
members attending
work, with the
potential to pass on to
others

Assessment of
employee health

Before
controls

Recommended

Control measures

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, been told to self isolate
for track and trace or who have travelled
abroad will be required to stay at home and
complete the required isolation period
Questionnaire should be completed remotely
prior to starting shift in order to prevent
unnecessary spread or travel for those who
may not be eligible to return to work

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
Clinically extremely vulnerable team members
are advised to stay at home
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 (2m minimum)

Good practice, over and
above requirements

After
controls

Who
might be
affected

3x1=
3 (low)

Team
members,
members of
the public if
travel was
not
prevented

3x1=
3 (low)

Team
members,
members of
the public if
travel was
not
prevented

Process

Travelling to the
workplace

Before
controls

4x4=
16 (high)

Control measures

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, staying 2m apart from others
Use a face covering when travelling
Team members alert a buddy when travelling
and have a charged phone at all times for
emergencies

After
controls

Who
might be
affected

3x2=
6 (med)

Team
members,
members of
the public

3x1=
3 (low)

Team
members,
members of
the public,
visitors and
contractors

Refer to the specific Team Travel risk assessment

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
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Process

Before
controls

4x3=
12 (high)
Changing,
handwashing, uniform
and cleaning

Control measures

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
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
20-minute cleaning schedules are in place to
prioritise potential hand contact areas and
preparation surfaces
A specific team member is designated to
complete cleaning of toilet areas to prevent
potential contamination
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After
controls

2x2=
4 (low)

Who
might be
affected

Team
members,
visitors and
contractors

Process

Before
controls

Control measures

After
controls

Who
might be
affected

Team will operate onsite with these controls
(delete where appropriate); physical distancing or
family units
• 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

Work areas –
distancing and family
units

4x4=
16 (high)

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 selfisolation 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
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2x2=
4 (low)

Team
members,
members of
the public,
visitors and
contractors

if they intend to visit multiple sites, physical
distancing of 2m or 1m+ with hand washing, face
covering and working back to back or side to side
must be adhered to.

Process

Delivery drivers,
takeaway and
collections

Breaks

Before
controls

Control measures

3x4=
12 (high)

Signage is placed on the door and/or other
visible areas to notify collectors or the queuing
and pick up system
Alcohol must only be sold for delivery only
Onsite pick up takeaway must stop at 11pm.
Delivery can continue.
Physical distancing must be adhered to in the
queue, both inside and outside of the premises
A floor plan is used to mark out distancing
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
Seating areas are clearly marked as ‘out of 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

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.
Where team are not operating as family units
then the team should not car share to arrive or
leave work.
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
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After
controls

Who
might be
affected

2x2=
4 (low)

Team
members,
members of
the public,
visitors and
contractors

2x2=
4 (low)

Team
members,
members of
the public,
visitors and
contractors

Process

Emergency situations

Before
controls

3x2=
6 (med)

Control measures

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
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

After
controls

Who
might be
affected

2x2=
4 (low)

Team
members,
members of
the public,
visitors and
contractors

3x2=
6 (med)

Team
members,
members of
the public,
visitors and
contractors

Trained First Aiders may find themselves in
situations where First Aid is required.

Delivering First Aid

4x3=
12 (high)

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 2m distances 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
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Process

Before
controls

Control measures

•
•
•

After
controls

Who
might be
affected

3x2=
6 (med)

Team
members,
members of
the public,
visitors and
contractors

If a team member develops a high temperature
or a persistent cough while at work, they will:
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 selfisolation has been completed. If operating
family units, the other members must also
complete a 14-day precautionary self-isolation.

Suspected case whilst
working on site

4x3=
12 (high)

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
COVID guidance pack 5.0 to identify the
required, PPE, cleaning equipment and waste
disposal method
Allow 72hours 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).
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Process
Business or site specific
hazards – list below:

Before
controls
Add risk
rating

Control measures

Add controls

After
controls

Who
might be
affected

Add postcontrol
risk rating

Who might
be affected

This risk assessment must be made specific for business operation. It should be reviewed and updated as regularly as
necessary based on government and business updates.
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Safety Support Packages
Whilst physical distancing is still being observed and businesses are operating on takeaway only we are here to support with
whatever is required. Where sites are open for takeaway or providing charity meals, ensuring that teams and customers
remain safe is of the utmost importance.
Bespoke COVID-19 Risk Assessment
£195.00

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

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.
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

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

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
Targeted safety inspection to cover:
• Ensuring that a risk assessment for the business is in place and
assisting with completion, if required
• Checking all COVID Secure procedures are in place
• Full food, health & fire safety inspection of the site.
• Ensuring Return to Work questionnaires are being completed
• Team are operating COVID Secure
• All required documentation is in place
• Allergen information is available and is correct

All prices are exclusive of VAT
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