
PREPARING TO MOVE OUT OF 
LOCKDOWN

STARTING AT 10.30AM

1 Good morning everyone. My name is David Green, and welcome to this webinar 
which I am delivering from my home in the Scottish Borders.


It should last for 45 minutes; and will follow the standard webinar format of 
presentation followed by questions. There's no video so you can view in your 
pyjamas if you wish.


Please post your questions in the the chat.


Before we start, I will very quickly say a bit more about myself…



DAVID GREEN
Green Pepper Consulting

2 As I said, my name is David Green, Director of Green Pepper Consulting….a social 
enterprise providing training and consultancy to voluntary sector, social enterprises 
and trade unions.


In case you are wondering, that's a very pre-lockdown photo of myself!


So let's get started…



PREPARING TO MOVE OUT OF LOCKDOWN

TOPICS

▸ considerations 

▸ consulting stakeholders 

▸ risk assessment 

▸ control measures 

▸ team readiness 

▸ monitoring and review

3 Any responsible person would agree that you can't just set a date to end lockdown 
and immediately go back to normal. 


You need a plan. And this webinar is essentially a guide to the planning process…


So here are the topics I will be covering….


(Before we start, I just want to say what I am not covering:

I don't have time to cover furlough, or any employment relations matters. That's a 
topic for another day. However, I have an employment relations background so I 
am happy to deal such enquiries outside of the webinar).


Before we look at first topic, a quick poll: Thinking of Moving Out of Lockdown



considerations
4 So your first consideration is a big one. Do you really need to end lockdown?  In 

Scotland, default position is still to work from home; and while some activities have 
been eased from lockdown, others remain closed. Similarly, in England, while 
Government wants people back at work, they say that people should continue to 
work from home if they can. 


If you do want to end lockdown, then it has to be done properly, because if you 
don't, you will not only put people at risk, but your reputation may also be 
damaged if you do things badly.


To help you decide whether you need to reopen, think about how you have you 
coped with service delivery during the last three months? What has gone well, 
what could have gone better? What can be done from home, what would be better 
done from the office? Don't rush the decision. You will need to consult with service 
users and your team.


But assuming that you might move out of lockdown at some point, you will need 
people to do the planning. So your next consideration is do you have people in-
house, or will you need outside help?


It may also help to learn about the experience from elsewhere? So do you know a 
charity that has already come out of lockdown? Or perhaps you can speak to a 
charity that has been open, providing frontline services throughout the lockdown?




considerations
5 Of course, responsibility for your organisation rests with your trustees, so they 

need to make an informed decision. And at some point they need to decide upon a 
provisional date on which to start your return…. 


You may also wish to check in with your insurance company in case they have any 
concerns? Some have issued statements on reopening premises, so it might be 
worth checking there are no changes to your cover. For example, will volunteers 
still be covered? That said, if you follow the steps I will be outlining here, then 
hopefully insurance concerns are unlikely to be an issue.


Funding, on the other hand, is always an issue…. so you may need two check 
whether funding streams will be available going forwards (as some will have been 
diverted towards emergency funding to deal with COVID-19).


And of course, as I have already indicated, fundamental to any decision on moving 
out of lockdown are the views of your service users; and of your staff and/or 
volunteers that make up your team. Are they ready/willing to come back?… So it is 
important to consult with all your stakeholders…




consulting stakeholders
6 When it comes to service users, it is important to get a picture of their concerns; 

and what they want and expect. Chances are, you have reconfigured your 
services…


For example, perhaps you have taken services online. So ask your service users 
whether this is working well, and what could be done better? You need to gauge 
whether is it sustainable in the long term? Are service users receiving support, or 
are some people slipping through the net? Hopefully, you've already been asking 
these questions throughout lockdown.


Other important considerations will be how many of your service users are self-
isolating or shielding. Can you safely resume work from the office from your service 
users perspective? How will you continue to support those who are especially 
vulnerable? 


What about unfinished work, or projects that were suspended when lockdown 
started - can these be brought back to life? Do service users have any 
suggestions?




consulting 
stakeholders

7 You will have similar considerations for your team. How are they getting on with 
remote working? Are some on furlough? Are they keen to get back to the 
workplace? Are they physically able to do so safely (use of public transport is still 
being discouraged), what about those who will need childcare, or any staff or 
volunteers self-isolating or shielding? 


Ask what they think about moving out of lockdown? How might it be done safely? 
Or can they continue working from home?


All the UK nations expect organisations to consult with their staff about returning 
safely. Hopefully you have been in touch with your team on an ongoing basis 
throughout lockdown; and hopefully you will continue to do so regardless of 
whether you reopen your workplace. 


And don't forget, if you share premises with other organisations, you will also need 
to consult with them; and of course notify and discuss arrangements with your 
landlord.


Once consultation is moving forwards, you can move to your risk assessment…



the COVID-19 risk

8 You evaluate risk by considering both the likelihood of it happening, and the degree of 
harm it causes.


Fortunately, the likelihood of COVID-19 infection, at the moment, is diminishing… and it's 
because of current lockdown measures that the R-number is below one. 


But the virus is still in circulation and so it remains a threat; and some areas have seen a 
spike (most notably Leicester). We know the virus can be spread easily. There is no 
vaccine, and no wonder cure; and scientists have warned about the danger of a second 
wave.


But although the likelihood is reducing all the time, the harm it can cause is certainly not. 
Catch the virus; and it remains a serious threat to life…, with some individuals being much 
more vulnerable than others.


So the governments of the 4 UK nations, in considering both the likelihood and the harm 
together, have decided that COVID-19 remains a serious and significant risk.



risk assessment
9 So given this serious risk, we need to assess our work activities accordingly. This 

means looking at our working practices to identify how the virus could spread if we 
return to the workplace. Indeed, the process for assessing COVID-19 risk is the is 
same as for any risk assessment. 


and I'll summarise the steps in a minute…


But it's important to emphasise that your risk assessment needs to be based upon 
real-life behaviour in the workplace. Also, it must not undermine other risk 
assessments - your legal duties to control other hazards still apply.


Also, under H&S law, you have a duty to consult workers, and risk assessment is 
no different. This means consulting union safety reps, or if not unionised, directly 
with employees or their chosen spokespersons.




key issues
10 Your risk assessment needs to consider:


• who will be affected (your team, visitors etc.)… And you will need to take account 
of anyone who might be particularly vulnerable (ie. those more susceptible but 
not in the shielding category); and those for whom communication might present 
a difficulty, for example, people who don't have English as a first language or 
who have a sensory impairment.


You will also need to consider things like

• premises layout (access, pinch points, heavily used areas)

• work activities and practices (do any require close contact with others)

• rest areas, kitchens and toilets (and other places where people may linger)

• personal hygiene 


Sketching a plan of the workplace layout, annotated with what happens and 
where, can be helpful. But a real knowledge of the workplace is needed; and so 
input from your team (or their representatives) on your COVID risk assessment will 
be invaluable. 



PREPARING TO MOVE OUT OF LOCKDOWN

RISK ASSESSMENT

▸ identify the hazards 

▸ decide who might be harmed and how 

▸ evaluate risks and decide precautions 

▸ record findings 

▸ monitor, review and update

11 So what are the steps involved:  
ONE:  Identify the hazard - Specifically we mean COVID-19. We know the virus is 
spread by droplet; and can also be transmitted hand to mouth from surfaces where 
droplets have landed. What activities might be affected by this?


TWO:  Who might be harmed, including the numbers involved, and how - Look at 
who is likely to have close contact (perhaps almost everyone) - and where that 
close contact could occur. For example, what tasks, spaces, or facilities make this 
likely, what equipment or surfaces are being shared. 


THREE:  Evaluate the risk and decide upon precautions - We know already that 
COVID-19 is a serious risk, so we need to put this in context of what step two has 
revealed; and then decide upon your precautions or control measures….we will 
look at what these could be later, but in terms of your aims, eliminating a hazard is 
more desirable than reducing the hazard. It's why home working remains the 
default option wherever it is possible.


FOUR:  Record your findings (and share them)


FIVE: Once work resumes, you should monitor your precautions, review 
periodically, and update them accordingly.



control measures
12 As I have said, the aim of your control measures will be to eliminate or reduce the 

risk of transmission. You will need to look at:


Work areas - how they can rooms and spaces be arranged to keep the two meter 
distance (or 1m plus in England if 2 metres isn't practical). Refer to your workplace 
layout plan to help you. It can help to measure out 2 metre gaps and mark floors 
accordingly. It may involve moving furniture, cabinets, and computers etc; It should 
mean removing clutter. You might possibly need to install screens and try to avoid 
situations where people are working face-to-face. If you can, consider using the 
outdoors. Your aim should be to create space and distance between people. 


But also be aware of the need to make sure emergency exits remain fully 
accessible. Physical distancing isn't required in the event of a fire.


When your team returns, you will need to encourage good personal hygiene: This 
means washing hands properly with soap and water; and where there are no sinks, 
making alcohol-based hand sanitiser available at multiple locations. And don't 
forget hand towels (and bins). You should also display signs to encourage frequent 
and effective hand washing; and to catch sneezes and coughs with disposable 
tissues.




control measures
13 You will also need to review and setup new cleaning measures: this means 

increased and regular cleaning of surfaces and areas (including, deep cleaning with 
disinfectant daily, of particularly high use surfaces such as door handles, 
telephones and other equipment). In kitchens, for example, you will need to look at 
taps, kettles, fridges, cupboards etc. If you employ contract cleaners, they will 
need to be made fully aware of what is required. Equally, your staff will need to 
know what steps they must take to keep the workplace clean.


Once you considered your workplace, look at people and movement: Consider 
restricting numbers (especially in high traffic areas or smaller rooms such as 
kitchens), banning or limiting use of lifts; and restricting numbers using, for 
example, the photocopier. Introduce one-way systems where appropriate. Ban 
non-essential visitors. 


Look seriously at phasing your return, starting with those required for the most 
essential tasks, bringing others in at a later date. Stagger start, finish and break 
times to reduce overall numbers in the workplace at any one time. Where possible, 
reduce group size and try to keep groups of workers distinct and separate. 
Basically, try to operate with the minimum number of people. As I said, working 
from home will eliminate the risk of workplace infection.


Further information on physical distancing, cleaning and related measures can be 
found on government and HSE websites. I have included some links on the 
"webinar resource" page on my website.
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CONTROL MEASURES

▸ distancing (access, number allowed, pinch points) 

▸ cleaning 

▸ face coverings and personal hygiene 

▸ advice to service users / visitors  

▸ notices and signage 

▸ contact tracing and data protection

14 This slide summarises the key thins to consider in respect of control measures: 


I've already covered physical distancing and cleaning. But it's important to 
remember that these measures aren't optional. If you can't enforce physical 
distancing or improve cleaning, then you should not reopen. You will put your team 
at risk; and undermine the efforts being made to eliminate the virus. It is why home 
working remains the default position.


I've not mentioned PPE yet. You may wish to advise visitors to wear a face 
covering. But this is not PPE, as it helps to protect your team from the individual 
wearing it, rather than the other way around. PPE, on the other hand, does protect 
the individual, and its use will depend very much on the nature of your work (such 
as in frontline health and social care). That said, plastic face guards and disposable 
gloves are available for general use. 


Alongside your control measures will be the advice you give your team and any 
visitors. It will need to be provided in accessible formats, and could include 
leaflets, signage, a short induction for returning staff; and for visitors, a short safety 
briefing upon arrival.


Finally, you should check team contact details are up to date; and take such details 
from visitors. This is needed for contact tracing in the event that someone 
connected to your organisation becomes ill. This may require you to amend your 
Privacy notices accordingly to ensure GDPR compliance; but don't use GDPR as 
an excuse for not collecting details.



team readiness
15 But after all this, is your team ready. After three months, returning to the workplace 

will seem strange. They may not be emotionally prepared. They may have 
concerns. But equally, the team can't slip back into old habits.


Remember, some may be shielding or self-isolating. Others, while not required to 
shield, may be more vulnerable to the virus. So think about what is best for your 
team. Think too about how you can reassure those who are returning. Of course if 
they've been involved in the planning, (and hopefully they will have), they will have 
some buy-in to the process. I've also mentioned ability to travel. Public transport is 
running, but not at full capacity.


Then there is the matter of treating everyone fairly (including those who can't return 
to work). The Scottish government has issued a joint statement with the STUC 
(Scottish Trades Union Congress) about protecting workers during the crisis - not 
just in terms of safety, but in respect of their jobs and their rights. It would be good 
practice for organisations to follow this, even those of you based in England. (links 
again on this webinar's resource page)


Summing up, if you have consulted your team, involved them in the planning, 
reassured them, and discussed the measures they will face when they return, your 
team will be in a better state of readiness.




monitoring and review
16 Final point is all about staying on top of things, once you have reopened. 


Going forwards, you must be able to monitor and review the measures you have in 
place; the level of compliance; and the impact on your team and your service 
users. This can be as simple as just a regular check-in with everyone, or you might 
also wish to hold formal meetings (perhaps by Zoom or standing 2 metres apart) or 
use questionnaires. Either way, you will only find out what is and isn't working by 
engaging with your stakeholders.


Clearly any incidents where compliance is breached will need to be investigated, 
and lessons learnt.


Also needed will be a procedure for dealing with any suspected cases of 
COVID-19 within the team. If they are home, they need to know not to travel if they 
show any of the symptoms. If they are at work, they should return home and wear 
a face covering. There is advice on the Scottish and UK gov websites, including on 
how to arrange a test and self-isolate. 


Going forwards you will need to learn and adapt, just as you adapted to 
homeworking.
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KEY MESSAGES

▸ do you really need to return? 

▸ consult stakeholders 

▸ assess the risk 

▸ implement safe working 

▸ phase the return 

▸ monitor, review and adapt

17 So here are the key messages for you to take away today…


Main one is "should you open….?"


and before deciding that, you will need you to consult, and assess risk.


Everything else flows from there.



QUESTIONS

david@greenpepperconsulting.co.uk

18 Any questions

If not answered now, can always send them by email. 

Can also use david@greenpepperconsulting.scot 



thank you

© 2020 Green Pepper Consulting 

https://greenpepperconsulting.org.uk

19 When you leave the webinar, you will be diverted to to the resource page. This also 
has a link to a very short feedback form. I'd be really grateful if you'd please 
complete this to help me evaluate todays webinar.


I hope also that you will sign up for future webinars from Green Pepper. If your 
organisation needs anyone to run online courses for small groups, then please give 
me a call. There is information about this on the website, along with my contact 
details.


Stay safe  &.  Good bye


