
PLANNING AND 
COMMUNICATION 



 

When planning the gradual re-opening of your workplace 

following the coronavirus lockdown, it is important to 

carefully consider employee needs and ensure clear 

communication. 

 

 

 
As an employer, you must protect staff and visitors from harm. This 

includes taking reasonable steps to protect them from coronavirus. This 

is called a risk assessment and it will help you manage risk and protect 

people. 

 

If you have fewer than five employees, you do not have to write anything 

down, but it might be helpful to do so. On completion, you should share 

the results of your risk assessment with your employees. You are 

expected to publish the results on your website if you employ more than 

50 people.  

 

There’s a lot to consider when planning to return to the office: how will 

social distancing be managed? What about cleaning and hygiene in the 

workplace? What happens to those staff that fall into the vulnerable or 

extremely vulnerable categories?  

 

Answering these questions and documenting your answers will 

help form your risk assessment. 

 

The Health and Safety Executive also has a guide to help you carry out 

a  coronavirus risk assessment.  

https://www.hse.gov.uk/simple-health-safety/risk/index.htm


 

Planning and Communicating  

a Return to Work 
 

 
 

 

It is important to keep in regular contact with employees to update them 

on the newest developments or to address key concerns.  

 

Signage bearing your messages could be 

displayed throughout  your workplace, along with 

signs reminding employees and visitors of 

cleaning and hygiene, and social distancing 

measures.  

 

Any key messages should also be communicated through emails, video 

meetings or other channels used in your business. 

 

Practical considerations will include a need to review changes to the 

layout of facilities on-site due to social distancing rules. This may 

include a one-way system in corridors to prevent overcrowding.  

 

Any risk assessments carried out will need to reflect the new changes to 

operation. This includes: Fire Risk Assessments, General Assessments, 

Manual Handling, DSE, PPE, COSHH, RIDDOR, etc.  

 

Both managers and employees should be properly trained in any new 

procedures and protocols that need to be put in place.  



Addressing Employee Concerns 
 

The lockdown period will have presented several challenges for all of us, 

including your employees. Any issues or concerns will need to be 

addressed before returning to the premises. Potential issues include:  

 

• New or pre-existing mental health issues such as anxiety or 

depression (these may have been exacerbated by isolation) 

• Fear or apprehension about catching the virus, particularly where 

there are underlying conditions, e.g. asthma, heart disease, etc. 

• Where an employee or someone in their household is being shielded 

for 12 weeks 

• Childcare or other care commitments with vulnerable members in their 

household  

• Where staff wish to return to the workplace, due to the negative 

impact of isolation, but this is not possible 

Employers should anticipate that certain members of staff may be 

unable to return to the workplace as a result of these challenges. 

Likewise, a plan needs to be in place for staff returning to the 

premises who later show symptoms of coronavirus. Encourage 

regular communication to address any concerns as soon as they 

arise. 


