
 

Health, Safety & Environment Policy & Operational Measures, COVID-19, June 2020 (Last update 020620 PD) 1 

Policy and 

Operational Measures 

Re-opening properties 
 

 

 

 

CORONAVIRUS 
 

 

 

 

 

June 2020 
 

  



 

Health, Safety & Environment Policy & Operational Measures, COVID-19, June 2020 (Last update 020620 PD) 2 

CONTENTS 
 

PART A POLICY Page PART B OPERATIONAL MEASURES Page 

1. Introduction  

2. The Trust’s commitment 

3. Legal context 

4. Policy statement 

5. Key risks 

6. Essential conditions 

7. Communication 

8. Emergency action plans  

9. General controls public 

(i) Social distancing 

(ii) Car parking  

(iii) Public toilets 

10. General controls workforce (and 

contractors) 

(i) Vulnerable people 

(ii) Returning staff 

(iii) Re-occupation working 

environment (cleaning) 

(iv) Personal hygiene 

(v) Respiratory care 

(vi) Homeworking 

(vii) Fire and first aid 

(viii) Traveling to/from work 

(ix) Mental health and wellbeing 

(x) Contractors 

3 

3 

3 

5 

6 

7 

7 

7 

8 

8 

8 

9 

10 

 

10 

10 

 

12 

13 

13 

13 

13 

14 

14 

14 

 

 

1. General guidance 

2. Zone specific guidance 

(i) Entrance 

(ii) Car parking  

(iii) Public toilets 

(iv) Visitor reception areas 

(v) Gardens  

(vi) Catering (take away 

format) 

(vii) Catering (full 

service/seating format) 

(viii) Retail 

(ix) Historic buildings and 

interior visitor services 

(x) Play parks and play areas 

(xi) Countryside estates and 

parkland 

(xii) Staff areas and offices 

(xiii) Countryside (SOAC sites) 

(xiv) Holiday accommodation 

 

Annex 1:  Definition of groups at 

specific risk from coronavirus 

15 

16 

16 

17 

17 

18 

19 

20 

 

21 

 

21 

22 

 

23 

24 

 

25 

25 

26 

 

28 

This guidance covers only those aspects of re-opening associated with managing the risks from the novel 

coronavirus SARS-CoV-2. (Coronavirus/Coronavirus) 

  



 

Health, Safety & Environment Policy & Operational Measures, COVID-19, June 2020 (Last update 020620 PD) 3 

PART A POLICY 
 

1. Introduction 

 

This policy sets out the National Trust for Scotland’s approach to re-opening properties in line with UK and 

Scottish Government requirements during the easing of lockdown provisions. 

 

Every effort has been made to be comprehensive with developing policy and guidelines for dealing with 

coronavirus restrictions in practice. However, the Trust’s Safe Systems of Work (SSoW) applies as the wider 

policy and operational position to draw from. The policy details and measures here are either developed to 

deal specifically with this public health issue or, re-iterating SSoW procedures which apply in any event.  

 

2. The Trust’s commitment 
 

In re-opening its properties, the Trust will: 

 

▪ Ensure that the safety of employees, volunteers, visitors and others to NTS properties during re-opening 

is of paramount importance. 

▪ Apply a staged re-opening approach in line with government direction as the threat from coronavirus 

changes. This means different service functions open at different rates and may vary geographically. 

▪ Maintain effective, consistent communication channels to inform everyone of the measures the Trust is 

taking to meet requirements. 

▪ Produce robust and effective risk assessments and associated guidance as the cornerstone of the Trust’s 

risk management process. 

 

3. Legal context 
 

The Trust’s legal obligations are described in the Health and Safety at Work Act which requires all 

reasonably practicable steps to be taken to ensure the health, safety and welfare of employees, volunteers, 

visitors and anyone else impacted by the Trust’s activities. 

 

This policy/guidance applies to all members of the workforce; ‘staff’ includes all employees and volunteers 

 

The Management of Health and Safety at Work Regulations require the Trust to make “suitable and 

sufficient” risk assessments of the health and safety risks. 
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A note on Personal Protective Equipment (PPE) 

 

PPE is not being recommended as a general control measure for managing coronavirus except in a clinical 

or health care setting. The use of face coverings (this can include face masks) is recommended by the 

Scottish Government in certain circumstances, and they should be provided for those staff whose work 

situations resemble those circumstances. Face coverings should be provided for staff who request them and 

may be provided in other circumstances. In general use, these are not intended as PPE to protect the 

individual, but as a tool to reduce the potential spread of the virus. A separate information note provides 

more information. 

 

However, some Trust employees may need to use PPE whilst conducting certain cleaning activities and a 

specific risk assessment is available for this. The Personal Protective Equipment at Work Regulations require 

that any PPE provided must be appropriate for the risks and conditions involved, be capable of fitting 

correctly and must be assessed as suitable and effective, so far as is reasonably practicable, to prevent or 

adequately control the risk.  

 

The specific compliance framework applicable during the coronavirus emergency in Scotland is provided by 

the Health Protection (Coronavirus) (Restrictions) (Scotland) Regulations 2020  
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4. Policy statement  
 

The Trust recognises the very real fears and anxieties that many employees and volunteers may be 

experiencing because of the coronavirus pandemic and the potential that they or their household 

members may die as a result of the actions it takes or fails to take to manage the situation as far as is 

reasonable. Therefore, the Trust will ensure that the resumption of services (which includes activities 

and the re-opening of properties to visitors and workplaces to employees and volunteers) will only be 

authorised if there is full compliance with the following: 

 

▪ They are permissible under UK/Scottish government guidance. 

▪ They can be conducted safely. 

▪ They can be provided in a manner where the value of the offer (in terms of cultural benefit and 

generation of income to the Trust) is balanced with the cost of conducting the activity safely (with 

the latter having primacy). 

 

The Trust’s approach will also be founded on the following fundamental principles: 

 

▪ No individual will be pressurised into returning to work where they have reasonable cause for 

concern that the Trust has not acted within the spirit or provisions of this policy.  

▪ Full compliance will be expected at all times for physical (social) distancing requirements or any other 

management instruction for safety and welfare relating to the coronavirus situation so far as 

reasonably practicable.  

▪ Suitable standards of hygiene will be maintained at all times, including the provision of sanitizing 

facilities. 
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5. Key risks 
 

RISK FACTOR NTS POSITION CONTROL MEASURES What else needs to be 

done? 

Failing to prevent 

infection spread in 

the workplace and 

more widely 

The Trust will ensure 

that its legal duties 

are met. 

Inform/assist employees of 

Risk assessments, guidance. 

Cleaning protocols. 

Strict hand hygiene 

 

Monitor effectiveness 

of controls 

Vulnerable persons 

in the workplace 

Trust will ensure 

vulnerable persons 

are protected. 

Obtain vulnerable employees 

details if possible. 

Appropriate measures in place 

to prevent exposure. 

Ongoing monitor 

Complying with 

social distancing 

standards 

The Trust will ensure 

2m distancing 

measures, so far as 

reasonably 

practicable. 

Changes to working practices. 

Workforce planning, 

Inform/assist employees, 

monitor behaviour. 

Local management 

oversight/review 

 

Mental health and 

wellbeing 

The Trust recognises 

mental health and 

wellbeing for 

employees and 

volunteers. 

Access to employees 

counselling, on-line resources. 

Awareness and support for 

Policy and Guidelines. 

KPIs 

E.g. absence, accessing 

EAP. 

Welfare facilities The Trust will ensure 

employee facilities 

are suitable and 

maintained to high 

level of cleanliness. 

Visitor toilet 

facilities to be open. 

Strict cleaning protocols. 

Signage. 

Procedures (to limit users) will 

be maintained.  

Internal 

facilities/management 

monitoring 

Car parking at Trust 

properties 

The Trust will 

encourage visitors 

to abide by social 

distancing 

standards. 

Two staged approach: 

▪ Preferred signage/social 

media 

messaging/monitoring 

▪ Physical measures as a last 

resort  

Monitor 
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6. Essential conditions 
 

All the evidence suggests that emerging from lockdown will be gradual with controls being loosened on a 

sectoral basis. The Trust recognises the challenges this presents however it will follow the same template 

for all parts of the organisation. It does provide an opportunity for the Trust to focus attention on the order 

with which property/functions will become accessible to visitors. 

 

7. Communication 
 

The weekly coronavirus update issued by the Communications department will continue. 

 

As the situation demands, this will be augmented by directorate communications for furloughed and non-

furloughed employees of the milestones and timetables for re-establishing Trust services. The Trust will 

ensure that messages to the public are clear and consistent, reflecting government requirements and Trust 

priorities. 

 

8. Emergency action plans 

 

Prior to opening, Emergency Action Plans must be in place. Existing Emergency Plans should be assessed to 

align to conditions. Emergency Action Plans will consist of: 

 

1. Updated risk assessments and safe systems of work. 

2. Definition of risk levels associated with particular properties and work activities. This will include: 

▪ Sources of potential risk to employees, volunteers, visitors and others 

▪ Individual risk factors (i.e. vulnerable persons) 

3. Response to a suspected case of coronavirus. 

4. Recognition of the potential implications on operational capacity due to reduced staffing, caused by, for 

instance employee sickness absence. This may require the removal of certain tasks, changing of working 

patterns to reduce risk etc. 
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9. General controls public  
 

(i) Social distancing  

 

The requirement for social distancing is legally enforceable in Scotland: 

 

https://www.gov.scot/publications/coronavirus-covid-19-business-and-physical-distancing-guidance/ 

 

The Trust will comply with this requirement and will take all reasonable measures to ensure that the 2-

metre rule is upheld. Specific risk assessments will determine how this might be achieved for localised 

circumstances. 

 

There may be some circumstances where maintaining the 2-metre social distancing standard cannot be 

met. In such a situation: 

 

a) The activity will be reviewed to see if it can be done differently. 

b) If this is not possible, it must be decided if the activity can be stopped, without creating an unsafe 

situation. 

c) If neither of these options are possible, additional measures will need to be introduced. These will 

include some or all of the following: 

▪ Increasing frequency of hand washing and surface cleaning 

▪ Reducing the activity time to as short a time as possible 

▪ Using screens or barriers to separate people 

▪ Deploying side-to-side (rather than face-to-face) working methods 

▪ Reducing the number of people with whom each Trust person comes into contact, or the opportunity 

of such. 

 

(ii) Car parking 

 

The Trust recognises the common behavioural characteristics of visitors to Trust properties, including 

outdoor areas. This can mean an extended linger time on arrival whilst visitors change into outdoor gear 

and/or dwell in and around their vehicle to take in the scenery or picnic next to their vehicle. 

 

Whilst the Trust recognises its responsibility to take reasonable steps to ensure that all people entering its 

premises abide by social distancing requirements, it also acknowledges the potential implications, for 

https://www.gov.scot/publications/coronavirus-covid-19-business-and-physical-distancing-guidance/
https://www.gov.scot/publications/coronavirus-covid-19-business-and-physical-distancing-guidance/
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instance, from reducing parking spaces. Visitors will park in the approach to the property, sometimes on 

grass verges, increasing traffic risk and potentially damaging soft ground. 

 

Therefore, the Trust will adopt a two-part approach for parking and vehicles: 

 

Communicating and awareness 

 

Clear and visible signage will be displayed reminding visitors of the need to comply with the social 

distancing requirements. This message will also be communicated via social media. At each relevant 

property visitor behaviour will be monitored. 

 

Interventions 

 

In the case of regular breaches of social distancing requirement, on a case-by-case basis, a decision to limit 

parking space availability (by, for example, physically blocking spaces) will be considered 

 

NB This would normally be expected operationally. 

 

(iii) Public toilets 

 

Public toilets are likely to present challenges in maintaining social distancing. The Trust recognises that 

visitors are entitled to be safe, so far as reasonably practicable, while attending NTS premises.  The default 

position is that these toilets will remain open. Effective signage and social distancing indicators will be 

displayed on all such facilities. Where issues emerge (such as toilet space capacities being reached or 

surpassed) additional measures may be necessary, such as attendants to manage use, key control entry or 

increasing the number of ‘toilet patrols’ to increase cleaning/hygiene. The Trust considers this preferable to 

closing toilets given the potential for contamination of the surrounding area and the likelihood of visitor 

dissatisfaction. 
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10. General controls workforce (and contractors) 
 

(i) Vulnerable persons 

 

Some groups of people are considered to be at heightened risk of severe illness with coronavirus and 

should rigorously follow government guidelines. Current government guidance groups these into “Clinically 

Extremely Vulnerable” and “Clinically Vulnerable”. 

 

People in the “Clinically Extremely Vulnerable” group should be ‘shielding’ and should not return to work. 

Those in the “Clinically Vulnerable” group can return to work if appropriate control measures can be put in 

place to protect them. Please see Annex 1 for the definitions of these groups 

 

(ii) Returning employees 

 

The following flow diagram demonstrates the steps employees must take to notify their line managers of 

their fitness to return to work. A managers’ guide and recording format is available to assist with this 

process. 
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RETURNING TO THE WORKPLACE 

 

START here 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 

Do you, or anyone in your 

household, have symptoms of 

coronavirus? 
YES 

NO 

You must not return to your 

property or office.  Your line 

manager will discuss with you 

what you should do next. 

You may be asked to continue 

working or volunteering from 

home. 

If you have symptoms and are 

self-isolating, you may be 

eligible for statutory sick pay. 

You must inform 

your line manager 

as soon as 

possible 

Contact your line 

manager as soon 

as possible 

If your line manager 

confirms that social 

distancing guidelines can be 

met within your property or 

office then returning to 

work may be possible with 

social distancing controls. If 

your line manager confirms 

that social distancing 

controls cannot be met at 

your property or office then 

returning to work will not be 

possible and you must stay 

away. 

Are you in the ‘clinically vulnerable’ 
group? 
See full list of conditions in Annex 1. 
 

Do you have any other health 
condition that might make you 
more vulnerable to the 
coronavirus? 

Do you have any circumstances 
that would make returning to 
work difficult, such as child care 
responsibilities etc. 

Are you in the ‘clinically extremely 
vulnerable’ group? 
See full list of conditions in Annex 1. 
 

You must inform 

your line manager 

as soon as 

possible 

Contact your line 

manager as soon 

as possible 

Your line manager will 

discuss your situation with 

you to determine whether a 

return to your property or 

office is possible. 

Contact your line 

manager as soon 

as possible 

Whatever your circumstances: 

YOU MAY NOT RETURN TO YOUR NORMAL PLACE OF WORK OR VOLUNTEERING UNTIL YOUR LINE MANAGER 

HAS CONFIRMED THAT IT IS SAFE TO DO SO 

YES 

YES 

YES 

YES 

NO 

NO 

NO 

If your property or office is set to re-open and you cannot work or volunteer from home, use this flow-chart 

to help you and your manager assess the risks to you of coronavirus. 

NO 
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Induction 

 

Induction training will be provided for each returning member of employees and volunteer. Attendance will 

be mandatory – a delegate attendance record will be kept. The sessions, carried out by appropriate local 

managers, will consist of: 

 

▪ The latest advice and guidance from the UK and Scottish Government on public health provisions 

concerning coronavirus. 

▪ Actions describing what an individual should do if they develop symptoms of coronavirus, either at 

home or in the workplace. 

▪ Information regarding the provisions made in their workplace (e.g. social distancing requirements, 

sanitizing facilities, personal hygiene expectations and standards of behaviour). 

▪ Practical changes to working practices, such as social distancing measures, sharing of welfare provisions, 

use of work equipment, travelling. 

▪ An outline of the Emergency Action Plan.  

 

(iii) Re-occupation working environment (cleaning) 

 

The Trust’s position is that where a building has been accessed during lockdown, where employees have 

been on site and/or where the potential for contamination might be reasonable to surmise, a ‘deep clean’ 

may be required. Otherwise, general cleaning for hygiene or appearance purposes will suffice. Scottish 

Government guidance regarding the standards required and methodology for cleaning of non-healthcare 

premises should be referred to: 

 

https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-

settings/covid-19-decontamination-in-non-healthcare-settings 

 

Furthermore, in deciding the level of cleaning required consideration should be given to the reduction in 

virus risk caused by the passage of time. Scientific evidence suggests infectivity reduces significantly after 

72 hours. 

 

A risk assessment and COSHH assessments are available for cleaning activities. 

  

https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings
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(iv) Personal hygiene 

 

▪ Appropriate hygiene facilities (i.e. access to hand sanitising gels, hot water and disposable paper towels)  

in place to enable compliance with hand hygiene measures.  

▪ Employees and volunteers are provided with advice on how to carry out hand hygiene effectively.  

▪ Posters and other instructional materials (e.g. videos) are readily available. 

▪ Suitable facilities will be provided for visitors to NTS properties. These will be determined on a case-by-

case basis and may include communal sanitising bays, toilets equipped with sanitisers and/or soap and 

water outlets and paper towels. [See public guidelines] 

▪ To reduce aerosol spray, hot air blowers in toilets will be taken out of use and be replaced with 

disposable paper towels. 

▪ Waste bins will be regularly emptied and paper towel holders will be replenished regularly to maintain 

stocks. 

 

(v) Respiratory care  

 

The Trust will advertise effective respiratory hygiene by ensuring that the ‘Bag it, Bin It, Kill It’ message is 

heavily promoted through posters and other material and through the provision of suitable facilities to 

dispose of and remove tissues. 

 

(vi) Homeworking 

 

In line with Scottish Government guidelines, the Trust will continue to support individuals who can work 

from home. Previously circulated guidance will be reviewed and re-issued to ensure that it remains relevant 

including hygiene measures that can be taken in the home to reduce the risk of infection. 

 

(vii) Fire and first aid 

 

In preparing for reoccupation, fire risk assessments will be reviewed. This will include considering whether 

there are sufficient fire wardens and the suitability of Personal Emergency Evacuation Plans (PEEPS) – 

especially if working hours are elongated and/or previous role holders are no longer available to continue. 

In developing PEEPs due consideration must be given to maintaining social distancing norms and reducing 

risk from, for instance, touching individuals/evacuation devices to aid evacuation. 
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(viii) Traveling to/from work 

 

The Trust’s position, in accordance with Scottish Government guidelines, is that employees and volunteers 

returning to work should avoid using public transport so far as possible. 

 

If travelling by car, they should travel alone or with members of their household only. 

 

Requirements to travel during the working day, for example between properties, should be avoided where 

possible. To reduce this requirement consideration should be given to, for example, using Microsoft Teams. 

Where travel is unavoidable a risk assessment will be required. This will include hand hygiene before and 

after journeys and, where necessary (e.g. shared/fleet vehicle) thorough sanitisation of the vehicle. 

 

(ix) Mental health and wellbeing 

 

The Trust is committed to ensuring that employees and volunteers returning to work are supported back 

into the workplace. The Trust acknowledges that the unprecedented conditions for both furloughed and un-

furloughed employees have been experiencing are a potential source of anxiety. The Trust promotes 

conscientious and compassionate management and will signpost people to professional support where 

appropriate.  

 

(x) Contractors  

 

The Trust acknowledges its responsibility to ensure that its workplaces are safe. For contractors prior to 

entering sites a full induction will be provided (proportionate to the contracted work) to explain the Trust’s 

control measures. This must be recorded. [No effective change from general SSoW requirements other than 

high visibility and conscientiousness expected here]. 

Contractors must also satisfy the Trust that they will take appropriate measures to reduce the risk of 

infection before arriving on site and will continue to meet both Trust standards and their own requirements 

while on site.  
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PART B OPERATIONAL MEASURES 
 

1. General guidance 
 

▪ All staff must be made aware that if they are unwell or displaying any symptoms of coronavirus they must remain 

at home and self-isolate. They must not come into work and they must let their line manager know as soon as 

possible. This includes individuals who live in a household with someone who has symptoms. 

▪  Vulnerable people classed as ‘clinically extremely vulnerable’ should not return to work. Vulnerable people classed 

as ‘clinically vulnerable’ or with other underlying health conditions may be able to return to work with strict 

management of potential exposure (see Part A, section 10(i), (ii)). 

▪ Site-specific coronavirus risk assessments must indicate how social distancing requirements will be achieved, for 

both staff and visitors. Properties will need to determine the number of visitors that can be accommodated within 

specific areas/buildings and how this will be managed. A site-plan will assist with designing and maintaining control 

measures. Visitors also have a responsibility to maintain social distancing. 

▪ Sites that implement a one-way system may need to provide additional information for visitors. 

▪ All staff need to be fully aware of the actions they need to take to maintain social distancing. An induction process 

will be required. 

▪ The use of gloves, in general, is not considered appropriate as a control measure for the coronavirus, as the virus is 

not transmissible through the skin. The use of gloves, as PPE, is required for some tasks to protect from use of 

chemicals. 

▪ The use of face coverings is recommended by the Scottish Government in certain circumstances. Staff whose work 

situations resemble those circumstances, should be provided with face coverings. Face coverings should be 

provided for staff who request them. In general use, these are not intended as PPE to protect the individual, but as 

a tool to reduce the potential spread of the virus. A separate note provides more information. 

▪ Where possible, and where necessary, staff should be provided with somewhere to change into workwear and to 

store their personal clothes. Workwear should be washed frequently. 

▪ Job rotation should be reduced in so far as this is reasonable, taking into account other constraints such as 

occupational health issues e.g. vibration exposure. 

▪ A suite of signage is available to inform, instruct, encourage and remind staff and visitors of appropriate 

behaviours.  

▪ In an emergency, for example, a fire or break-in, people do not have to stay 2m apart if it would be unsafe. 

Property fire and emergency procedures must be reviewed and adapted for the current situation. 

▪ Staff involved in the provision of assistance to others should pay particular attention to sanitation measures 

immediately afterwards, including washing hands. There is specific guidance for staff who are First Aiders. 
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2. Zone specific guidance 
 

(i) Entrance/Kiosk 

 

Where it is necessary to manage the capacity at the property, it may be necessary to stop any further 

vehicles from entering the site and only allow access as some vehicles leave site.  

 

Control measures include: 

▪ Signage at the entrance to advise visitors with symptoms of Covid 19 to return home. 

▪ Signage to remind visitors of the social distancing guidelines. 

▪ Both of the above should be positioned at all entrance points if possible, or at key entry points, to 

ensure as many visitors as possible see the messages. Larger signs will be needed for vehicle entry points 

and smaller ones will be suitable for pedestrian access points. (A suite of signs is available). 

▪ Contactless payment methods preferred / required.   

▪ Hand sanitiser should be available for the member of staff to use at regular intervals and if they have 

handled money. There should be a sign to remind staff sign to wash or sanitise hands.  

▪ All payment machines should be contactless but should have a clear plastic leaf placed over the buttons 

and be regularly cleaned down and replaced. 

▪ The work area and public interface should be cleaned frequently. 

▪ Can the social distancing guidelines be followed at the staff/public interface – the risk assessment must 

describe how this will be achieved or explain what additional control measures will be implemented.  

▪ Where necessary a suitable form of communication should be used to ensure the property capacity is 

not exceeded. 

▪ Communications should be used to regularly check on the member of staff particularly if they are 

working at the perimeter of the property and in a lone working situation. 

▪ Contingency plans should be considered for dealing with the potential for abusive or aggressive 

behaviour from visitors who might not be able to access the property because of capacity. 

 

STAFF 

▪ Job rotation should be kept to a minimum and the work area should be cleaned at staff change-over.  

▪ Consider whether staff have use of a staff room on arrival at work or will they go straight to their work 

location? Social distancing guidelines need to be applied to all staff changing/rest areas 

▪ Cleaning should be done by a member of staff with appropriate disinfectant and PPE (COSHH 

assessments and an enhanced cleaning risk assessment is available). 

▪ Face coverings are available for staff if required. 
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(ii) Car parking 

 

▪ Signage positioned prominently to remind visitors of the social distancing guidelines. 

▪ Blocking spaces can be used to limit visitor numbers as well as promoting social distancing. 

▪ Any parking bays that aren’t being used need to be clearly marked or blocked to prevent use. 

▪ If members of staff manage the parking arrangements they must be aware to keep to the social 

distancing guidelines themselves. They are likely to be approached by visitors for information etc. and 

may need to politely remind visitors of the need for social distancing. 

▪ Pay and Display machines should offer contactless payment (where possible) and be regularly cleaned, 

relative to the likely levels of use. Signs should be situated to remind visitors to wash/sanitise their 

hands. 

▪ Other site fixtures around the car park, such as gate fastenings, should be cleaned as possible. 

▪ At points where visitors leave the car park to enter other areas of the property signs should be 

positioned to remind them to wash or sanitiser their hands and to maintain social distancing. 

 

STAFF  

▪ Job rotation should be kept to a minimum and the work area should be cleaned at staff change-over. 

Arrangements for comfort and rest breaks need to be established.  

▪ On arrival at work will staff go straight to their work location? 

▪ Cleaning should be done by a member of staff with appropriate disinfectant and PPE (COSHH 

assessment is available for specific products). 

▪ Face coverings are available for staff if required. 

 

(iii) Public toilets 

 

Control measures include: 

▪ Toilet queues must be managed to maintain social distancing. The direction of the queue must be 

indicated and signage or floor markings should be used to keep visitors at 2m distances.  

▪ Hand sanitiser provided at entrance to toilets and a sign reminding visitors to wash or sanitise hands. 

▪ The number of cubicles and urinals should be limited, closing alternates to provide social distancing. 

▪ Paper towels should be provided and hand-dryers switched off – extra waste bins will be required. 

▪ Cleaning and waste bin emptying regimes need to be established, undertaken and publicly recorded, 

whilst still ensuring social distancing guidelines can be maintained. It is likely that waste removal 

frequency will need to be increased. 

▪ COSHH assessments and an enhanced cleaning risk assessment is available. 
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(iv) Visitor reception areas 

 

▪ Social distancing arrangements must be in place for customers queuing and moving into and around the 

reception area. This could include floor markings (where appropriate), signage or barriers and defined 

one-way system. Separate in/out doors may be useful if possible and available. 

▪ The arrangement of any fixtures should be considered to allow as much space as possible for social 

distancing but, can be a used to encourage customers to comply with any one-way system. 

▪ If reception till points are in close proximity to one another, it may be necessary to use alternate tills.   

▪ Hand sanitiser should be available for customers to use at the entrance to the reception area and at the 

exit (if these are different) and signage should be displayed to remind visitors to wash or sanitise their 

hands. 

▪ All payment machines allow contactless but will have a clear plastic leaf placed over the buttons and will 

be regularly cleaned down and replaced by a member of staff with appropriate disinfectant. Signage 

should be positioned to encourage visitors to use contactless payments. 

▪ Consideration must be given to the customer/staff interface and how this can be managed to achieve 

social distancing guidelines (2m) or whether the provision of sneeze screens is appropriate. How will 

payment be made and how will tickets be passed to the customer?  

▪ Enhanced cleaning regimes will be required including extra cleaning of high touch areas in the customer 

spaces and at staff spaces on the shop floor such as till points. COSHH assessments and an enhanced 

cleaning risk assessment is available. 

 

STAFF 

▪ Staff numbers and activities should allow for keeping to the social distancing guidelines (2m within work 

areas). This might require floor markings, barriers or operational instructions to ensure staff understand 

how they should operate. 

▪ Social distancing guidelines need to be applied to all staff changing/rest areas.  

▪ High levels of industrial hygiene, hand washing and sanitiser should be available for staff and 

encouraged/required.  

▪ Face coverings should be available if required. 

▪ Hand sanitiser should be available for the member of staff if they have handled money and to use at 

regular intervals. There should be a sign to remind staff to do this if there is a suitable location to put 

one. 

▪ Deliveries need to be managed ensuring social distancing guidelines can be met. Ensure all delivery 

drivers understand what actions they need to take. Care should be taken to clean delivery packaging or 

leave for 72 hours for any viral loading to diminish. 

▪ Enhanced cleaning regimens will be required including extra cleaning of high touch areas in staff rest 

areas. COSHH assessments and an enhanced cleaning risk assessment is available. 
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(v) Gardens 

 

▪ Signage should be displayed at the entrance to the garden to remind visitors to wash their hands (where 

possible) or to sanitise their hands and to comply with social distancing guidelines. 

▪ Many garden paths are too narrow to allow visitors to maintain social distancing is passing others. 

Consideration should be given to closing off areas or introducing a one-way system. 

▪ Two-way pedestrian traffic may be possible if ‘passing places’ can be created off the path where visitors 

can wait and allow others to pass while keeping 2m distance, or if the path usage can be temporarily 

widened using grass verges; verges affected should be monitored for safety, damage or undue wear 

levels. 

▪ Consider whether additional paths can be created without undue impact on heritage assets to allow 

more options for movement around gardens. For instance, temporary mowed pathways. 

▪ Visitor access to any built structures should be considered and only permitted if the requirements of 

social distancing guidelines can be met. This might include separate in/out doors. Greenhouses might 

present additional risks where fans or air circulation equipment is in use, consideration should be given 

to these remaining closed to visitors. 

▪ Garden tours should comply with social distancing guidelines. Tours should be for individuals or people 

from the same household. The tour guide should wear a face mask and maintain 2m distance from the 

guests at all times. 

▪ Visitor use of garden furniture should be considered possible where it will not impact circulation for 

other visitors. 

▪ High touch areas should be regularly cleaned. COSHH assessments and an enhanced cleaning risk 

assessment is available. 

 

STAFF 

▪ Staff numbers and activities should allow for keeping to the social distancing guidelines (2m within work 

areas). This might require floor markings, barriers or operational instructions to ensure staff understand 

how they should operate.  

▪ Social distancing guidelines need to be applied to all staff changing/rest areas. 

▪ Staggering start/finish/break times can assist with social distancing. 

▪ All indoor work/rest areas should have enhanced cleaning regimens including extra cleaning of high 

touch areas. COSHH assessments and an enhanced cleaning risk assessment is available. 

▪ High levels of industrial hygiene, hand washing and sanitiser should be available for staff and 

encouraged/required.  

▪ Face coverings should be available if required. 

▪ Job rotation should be kept to a minimum and work areas cleaned at change over where necessary. 
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▪ Use of shared equipment should be kept to a minimum and items cleaned at change over where 

necessary, or at the end of a task. This includes items such as shared computers and telephones, as well 

as gardening tools and equipment. 

▪ Tools should be removed from easy visitor access during breaks when the tools may be unattended. 

▪ Deliveries need to be managed ensuring social distancing guidelines can be met. Ensure all delivery 

drivers understand what actions they need to take. 

▪ Deliveries need to be managed ensuring social distancing guidelines can be met. Ensure all delivery 

drivers understand what actions they need to take. Care should be taken to clean delivery packaging or 

leave for 72 hours for any viral loading to diminish. 

 

(vi) Catering Take away format      TBC if Take Away only initially 

 

▪ Social distancing arrangements must be in place for customers queuing and moving through the servery. 

This could include floor markings, signage or barriers and defined one-way system. 

▪ Handwashing and/or hand sanitiser should be available for customers to use and signage should be 

displayed to remind visitors to wash or sanitise their hands. 

▪ All payment machines allow contactless but will have a clear plastic leaf placed over the buttons and will 

be regularly cleaned down and replaced by a member of staff with appropriate disinfectant. Signage 

should be positioned to encourage visitors to use contactless payments. 

▪ Consideration must be given to the customer/staff interface and how this can be managed to achieve 

social distancing guidelines (2m) or whether the provision of sneeze screens is appropriate. How will 

payment be made and how will the products be delivered to the customer? 

▪ Enhanced cleaning regimens will be required including extra cleaning of high touch areas in the 

customer spaces and at staff spaces on the shop floor such as till points. COSHH assessments and an 

enhanced cleaning risk assessment is available. 

 

STAFF 

▪ Staff numbers and activities should allow for keeping to the social distancing guidelines (2m within work 

areas). This might require floor markings, barriers or operational instructions to ensure staff understand 

how they should operate.  

▪ Social distancing guidelines need to be applied to all staff changing/rest areas.  

▪ Staff only areas should have enhanced cleaning regimens including extra cleaning of high touch areas. 

COSHH assessments and an enhanced cleaning risk assessment is available. 

▪ High levels of industrial hygiene, hand-washing and sanitiser should be available for staff and 

encouraged/required.  

▪ Face coverings should be available if required. 

▪ Hand sanitiser should be available for the member of staff to use if they have handled money and at 

regular intervals. There should be a sign to remind staff to do this if there is a suitable location. 
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▪ Deliveries need to be managed ensuring social distancing guidelines can be met. Ensure all delivery 

drivers understand what actions they need to take. 

▪ Deliveries need to be managed ensuring social distancing guidelines can be met. Ensure all delivery 

drivers understand what actions they need to take. Care should be taken to clean delivery packaging or 

leave for 72 hours for any viral loading to diminish. 

 

(vii) Catering Full service/seating format     TBC if Take Away only initially 

 

▪ Seating needs to be arranged to ensure that the social distancing guidelines can be met. 

▪ Tables and chairs need to be positioned so that customers are comfortably 2m away from any 

customers at adjacent tables.  

▪ Indoor cafes will need suitable routes from the counter to the seating area to be defined to ensure that 

customers can access the seating without compromising the social distancing guidelines.  

▪ Outdoor seating will need to be positioned so that customers are comfortably 2m away from any 

customers at adjacent tables.  

▪ Information, signage and floor markings may be needed to assist customers with understanding how to 

use the space safely. 

▪ Enhanced cleaning regimens will be required including extra cleaning of high touch areas. COSHH 

assessments and an enhanced cleaning risk assessment is available. 

 

Staff 

▪ See above 

 

(viii) Retail 

 

▪ The space in the shop should be used to calculate the maximum number of customers to allow, for 

social distancing measures to apply. 

▪ Consider how customer numbers will be managed. Consider whether a host will be available to assist. 

▪ Social distancing arrangements must be in place for customers queuing and moving into and around the 

shop. This could include floor markings, signage or barriers and defined one-way system. Separate in/out 

doors may be useful if possible and available. 

▪ The arrangement of shop fixtures should be considered to allow as much space as possible for social 

distancing, but can be a used to encourage customers to comply with any one-way system.  

▪ Hand sanitiser should be available for customers to use at the entrance to the shop and at the exit (if 

these are different) and signage should be displayed to remind visitors to wash or sanitise their hands. 

▪ Visitors should be politely reminded that, for the safety of themselves and others, handling of products 

should be minimised. 

▪ The use of ‘tester’ will not be possible. 
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▪ All payment machines allow contactless but will have a clear plastic leaf placed over the buttons and will 

be regularly cleaned down and replaced by a member of staff with appropriate disinfectant. Signage 

should be positioned to encourage visitors to use contactless payments. 

▪ Consideration must be given to the customer/staff interface and how this can be managed to achieve 

social distancing guidelines (2m) or whether the provision of sneeze screens is appropriate. How will 

payment be made and how will the products be scanned and passed to the customer.  

▪ Enhanced cleaning regimens will be required including extra cleaning of high touch areas in the 

customer spaces and at staff spaces on the shop floor such as till points. COSHH assessments and an 

enhanced cleaning risk assessment is available. 

 

STAFF 

▪ Staff numbers and activities should allow for keeping to the social distancing guidelines (2m within work 

areas). This might require floor markings, barriers or operational instructions.  

▪ Social distancing guidelines need to be applied to all staff changing/rest areas.  

▪ High levels of industrial hygiene, hand-washing and sanitiser should be available for staff and 

encouraged/required.  

▪ Face coverings should be available if required. 

▪ Hand sanitiser should be available for the member of staff to use if they have handled money and at 

regular intervals. There should be a sign to remind staff to do this if there is a suitable location. 

▪ Deliveries need to be managed ensuring social distancing guidelines can be met. Ensure all delivery 

drivers understand what actions they need to take. 

▪ Deliveries need to be managed ensuring social distancing guidelines can be met. Ensure all delivery 

drivers understand what actions they need to take. Care should be taken to clean delivery packaging or 

leave for 72 hours for any viral loading to diminish. 

▪ Stock movements from storeroom to shop floor must be managed to ensure social distancing guidelines. 

▪ Enhanced cleaning regimens will be required including extra cleaning of high touch areas in staff rest 

areas and stock rooms. COSHH assessments and an enhanced cleaning risk assessment is available.  

 

(ix) Historic buildings and interior visitor services 

 

The usual structures for managing visitor experiences within historic buildings are unlikely to allow for 

compliance with the social distancing guidelines without some adaptations. Some general principles are 

outlined below that will allow flexibility of approach without compromising safety. 

 

▪ Groups must only consist of people from the same household.  

▪ If using tour/room guides they must remain a minimum of 2m away from the visitors at all times. 

▪ Face covering should be considered for any tour/room guides. 
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▪ The physical separation of any tour/room guides and the visitors must be clearly prescribed for each 

element of the experience. 

▪ The means of ensuring visitors understand how the visit/experience will operate social distancing should 

be clearly prescribed. If necessary barriers or signage should be used to assist with this. 

▪ There should be signage, and opportunity, near the start and end of the visit/experience to remind 

visitors to wash/sanitise their hands. 

▪ Visitors must refrain from all but essential touching, e.g. doors. 

▪ Emphasis will be on personal hygiene for both staff and visitors. Enhanced cleaning is unlikely to be 

possible within the historic environment. 

▪ If audio-guides are available they must be cleaned between use. 

▪ If allowing ‘free-flow’, the space in the building should be used, along with the average visit time, to 

calculate the maximum number of visitors and the appropriate time spacing to allow for social 

distancing measures to apply. 

 

Staff areas 

▪ Social distancing guidelines need to be applied to all staff changing/rest areas.  

▪ High levels of industrial hygiene, hand-washing and sanitiser should be available for staff and 

encouraged/required.  

▪ Face coverings should be available if required.  

 

(x) Play parks and play areas 

 

▪ Site capacity numbers should be determined that will allow for sufficient space within the play area for 

visitors to be able to comfortably maintain social distancing guidelines. Parents may be required to 

accompany children into the play area and need to be accounted for in the overall numbers.  

▪ The number of visitors accessing the paly area will need to be managed. 

▪ Signage should be displayed at the entrance to the play area to remind visitors to comply with social 

distancing guidelines, this should include information for parents and carers to ensure that the children 

they are responsible for maintain social distancing guidelines.  

▪ Consideration should be given to introducing a one-way system in the play area. 

▪ Busy sites might need to implement a queuing system. 

▪ Signage to be displayed to remind visitors to wash or sanitise hands before and after entering, regularly 

and while they are in the play area, and not to touch their faces unless hands are clean/sanitised. 

▪ Signage should be displayed to encourage visitors to take appropriate action if coughing or sneezing. 

▪ It may be necessary to put restriction zones around pieces of equipment to assist with maintaining social 

distancing, and popular pieces of equipment may require areas for queueing.  

▪ High touch hard surface areas should be regularly cleaned. COSHH assessments and an enhanced 

cleaning risk assessment is available. 
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(xi) Countryside estates and parkland  

 

▪ Signage should be displayed at the exit to the car park to remind visitors to wash or sanitise their hands 

and to comply with social distancing guidelines. 

▪ Consideration should be given to introducing a one-way system, particularly where paths are not wide 

enough to allow visitors to pass with a 2m distance between them. 

▪ Two-way traffic may be possible if ‘passing places’ can be created off the path where visitors can wait 

and allow others to pass while keeping 2m distance, or if the paths can be widened using grass verges 

▪ Consider whether temporary additional paths can be created to allow more options. 

▪ Visitor access to any built structures should be considered and only permitted if the requirements of 

social distancing guidelines can be met. This might include separate in/out doors for example. 

▪ Visitor use of countryside furniture should be considered where this will not impact on circulation of 

other visitors. 

▪ High touch areas should be regularly cleaned. COSHH assessments and an enhanced cleaning risk 

assessment is available. 

 

STAFF 

▪ Staff numbers and activities should allow for keeping to the social distancing guidelines (2m within work 

areas).  

▪ Social distancing guidelines need to be applied to all staff changing/rest areas.  

▪ All indoor work/rest areas should have enhanced cleaning regimens including extra cleaning of high 

touch areas. COSHH assessments and an enhanced cleaning risk assessment is available. 

▪ High levels of industrial hygiene, hand washing and sanitiser should be available for staff and 

encouraged/required.  

▪ Face covering should be available if required. 

▪ Job rotation should be kept to a minimum and work areas cleaned at change over where necessary. 

▪ Use of shared equipment should be kept to a minimum and items cleaned at change over where 

necessary, or at the end of a task. 
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(xii) Staff areas and offices 

 

▪ Access to offices must comply with the social distancing guidelines. 

▪ Hot desks should not be used unless absolutely essential and they must be cleaned thoroughly between 

users. Ideally, they should be left for a period of 72 hours before cleaning and reuse. 

▪ It may be necessary to take some desks out of use, depending on their location and the general 

proximity to other desk spaces. 

▪ Depending on the number of people likely to use the office, separate in/out doors might be helpful if 

available. 

▪ Depending on the office layout and the number of people using it at any one time, the movement of 

people around the office should be designed to limit the potential for individuals to work or pass within 

2m of each other. 

▪ If meeting rooms are to be used for face to fact meetings, social distancing guidelines must be followed 

and therefore capacity will be reduced. 

▪ Staff should be able to politely remind their colleagues of the social distancing guidelines. 

▪ All of the above should apply to staff rest areas also. 

▪ Staff should be reminded not to share food or make drinks for one another. 

▪ Enhanced cleaning regimens will be required including extra cleaning of high touch areas and toilets in 

visitor spaces (for example, reception) and all staff spaces. COSHH assessments and an enhanced 

cleaning risk assessment is available. 

▪ High levels of industrial hygiene, hand-washing and sanitiser should be available for staff and 

encouraged/required. There should be a sign to remind staff to do this. 

▪ Face coverings should be available if required. 

▪ Deliveries need to be managed ensuring social distancing guidelines can be met. Ensure all delivery 

drivers understand what actions they need to take. 

▪ Deliveries need to be managed ensuring social distancing guidelines can be met. Ensure all delivery 

drivers understand what actions they need to take. Care should be taken to clean delivery packaging or 

leave for 72 hours for any viral loading to diminish. 

 

(xiii) Countryside (SOAC sites) 

 

Car parks 

▪ Please refer to the section on car parks for information.  

▪ Although that section is particularly relevant to ‘managed’ car parks, some of the information is relevant 

to car parks that are open to the public without a staff presence.  

▪ Many countryside locations will have unstaffed car parks and signage will be necessary to inform or 

remind visitors of the actions they need to take to ensure everyone stays safe. This may include 

information on how to use the car park safely. It may be advisable to limit the number of car park spaces 
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to provide additional space for each car. This may be required if visitors are likely to dwell near to their 

car when they arrive or before leaving. 

▪ Signage may be required to remind visitors of the social distancing guidelines. This may be necessary 

where the access from the car park to the countryside creates a ‘pinch-point’ or where a ‘one-way’ 

system around the countryside location is desirable. The decision about what signage is required will 

form part of the risk assessment process. 

▪ Visitors have a responsibility to comply with the government guidelines on social distancing and to not 

put themselves or others at risk. However, it would be helpful to monitor countryside car parks to 

ensure that safety is being maintained. Each location is different, and some car parks are spacious with 

numerous dispersal points into the countryside, while others are more constrained with very limited 

dispersal options. The degree to which these locations can be opened safely will depend, to some 

degree, on the likely number of visitors and their behaviour. 

 

Wider countryside 

▪ Signage may be appropriate at some locations to remind visitors to keep to the social distancing 

guidelines.  

▪ This might be the case at specific viewpoints or any seating areas.  

▪ If the property is ‘zoned’ using the ‘Visitor Safety in the Countryside’ document, signage will be more 

appropriate in the more ‘developed’ zones and less appropriate in more ‘undeveloped’ zones. 

 

(xiv) Holiday accommodation  

 

▪ The control measures will need to be of the highest standard because the guest potential exposure will 

not be transient and, while the recommendation will be for them to frequently wash/sanitise their 

hands, it is foreseeable that, particularly children, will touch surfaces and their faces without 

washing/sanitising in between.  

▪ Holiday cottages should be thoroughly cleaned before first use when reopening is permitted. (it is likely 

that the building will only have been visited by a member of staff once every 3 weeks to complete the 

‘vacant property checks’. It is highly unlikely that the coronavirus will have persisted given the official 

information that after 72 hours it is reduced on the surfaces where it is most likely to persist. However, 

the cleaner will be entering to undertake works so could be a potential source of the coronavirus and 

ensuring a thorough clean will provide confidence for visitors). 

▪ Consideration should be given to leaving a 72-hour gap between visitors. This would help to keep both 

the cleaner and the next guests as safe as possible. (Awaiting further sector specific guidance on whether 

this will be the standard. If not then a longer period for cleaning might be necessary and potentially 

additional cleaning staff may be required).  

▪ The cottage should be de-cluttered and items likely to be touched should be reduced to a minimum.  
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▪ The cleaner should comply with the requirements of the COSHH assessments and the risk assessment 

for cleaning and should also: 

o Sanitise their hands before beginning the work. 

o Ensure all equipment is clean and disinfected – it might be appropriate to use disposable 

clothes/dusters, or ensure they are washed between each use. Mops should be disinfected between 

each use. 

o Wear nitrile gloves for all aspects of cleaning and the specific grade of nitrile gloves for use of 

chemicals. 

o Wear appropriate apron for use of chemicals. 

o Wear eye protection if decanting and diluting cleaning chemicals. 

o Wear a face covering while cleaning. 

▪ Specific cleaning attention and disinfecting must be given to any high touch areas in the accommodation 

including: 

o All handles: doors, wardrobes, cabinets.  

o Put cutlery and crockery through the dishwasher at the highest temperature (don’t assume previous 

guests have done this). 

o All kitchen surfaces – worktops, shelves, sinks, taps, cabinet doors, fridges, fridge shelves, kettles, 

toasters, oven doors, microwaves, tables, chairs, window ledges etc. 

o All bathroom surfaces – sinks, taps, shower/bath areas, mirrors, shelves, cabinet doors etc. 

o Include high-touch items such as the TV remote control, keyboards, TVs, light switches/ pull-cords, 

washing machine doors and buttons etc. 

o Waste / Recycle bins. 

o Fruit bowls lamp switches. 

o Hard chair backs, mirrors and bed heads, bedside tables etc. 
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Annex 1 
 

Definition of groups at specific risk from coronavirus 
 

Group: Clinically Extremely Vulnerable 
 
• cancer and are receiving active chemotherapy  
• lung cancer and are either receiving or previously received radical radiotherapy  
• cancers of the blood or bone marrow, such as leukaemia, lymphoma or myeloma who are at any stage 

of treatment  
• severe chest conditions such as cystic fibrosis, severe asthma, severe COPD, severe bronchiectasis and 

pulmonary hypertension  
• rare diseases, including all forms of interstitial lung disease/sarcoidosis, and inborn errors of metabolism 

(such as SCID and homozygous sickle cell) that significantly increase the risk of infections   
• an absent spleen or have had their spleen removed 
• significant heart disease (congenital or acquired) and are pregnant 

 
And those that have had: 
 
• solid organ transplants 
• bone marrow or stem cell transplants in the last 6 months, or who are still taking immunosuppression 

drugs 

 
Or receiving: 
 
• immunotherapy or other continuing antibody treatments for cancer  
• other targeted cancer treatments which can affect the immune system, such as protein kinase inhibitors 

or PARP inhibitors  
• immunosuppression therapies that significantly increase the risk of infection 
• renal dialysis treatment 
 
 

Clinically Vulnerable 
 
This group includes people who are: 
 
• aged 70 or older (regardless of medical conditions) 
• under 70 and instructed to get a flu jab as an adult each year on medical grounds 
• pregnant 
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And those with: 
 
• chronic (long-term) 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), a learning disability or cerebral palsy  
• diabetes  
• problems with their spleen, for example sickle cell disease 
• a weakened immune system as the result of conditions such as HIV and AIDS, or medicines such as 

steroid tablets or chemotherapy 
• a BMI of 40 or above who are seriously overweight 
 
 
 
 
 

 

 

 

If an employee falls into either of these Groups, they must contact their line manager to discuss 
whether or not it is appropriate to return to the workplace. 


