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Maintain a 
hygienic 
workplace
Put in place regular 
hygiene procedures 

Encourage card
payments
Suggest card payments to
minimise contact with
customers

Practice social
distancing
Prepare your business for
social distancing, maintain
at least 2 meters for you
and your customers
safety

Make
appointments
Protect your customers,
make appointments for 
them to visit when
possible

3.  KEEP YOUR BUSINESS SAFE

Prepare with 
PPE
Make sure you have the
appropriate PPE for your
business to give confidence
to colleagues and customers

Convenient
Delivery
Contact your suppliers to
arrange convenient delivery
times to suit your business

Stay in touch
Market to your customers
and let them know you are
open safely and the steps
you are taking



Getting Ready To Re-Open
 
As your business prepares to re-open and rebuild, we have prepared a return to work guide to help you that
takes into consideration the restrictions that follow government guidelines.
 
Reconfigured Retail Space
Rethinking the retail space and the way in which the business interacts and serves customers must change.
Managing the number of customers in your retail space is critical to protecting your businesses health.  
 
Set up healthy practices
Regular sanitation and the use of protective equipment such as gloves, face shields, screens have all become
common place tools in the retail environment. You will need to put in place hygiene practices at your retail
entrance, shop counter, delivery access area, storage facilities as well as toilets and staff rest rooms.
 
Rebuild workplace morale
With good planning and communication and the correct steps in place to protect you and your staff, colleagues
will return confident of the new operating environment and support you to give excellent customer service
sensitive to the new normal.
 
Keep it simple, clear signage
Each business or retailer will have bespoke practices to suit their business. However keeping it simple and easy
for customers and staff to understand will be key. Clear signage in accordance with government guidelines will
make it easy for customers to visit your shop.
 
Communicate the changes
Has closing your business or reduced operations forced your business to step up communications with your
customers in new ways? Maintaining regular communications provides reassurance to customers who will
naturally have questions about your business opening procedures. 
 
Embed new learning
The time COVID-19 has given us time away from our businesses has enabled us to review our businesses in a way
that many have done before. As always in these challenges there are certain positives and opportunities which
arise. Moving forward it is key that we embed the lessons learned and maximise the new opportunities that have
arisen to make us all more successful in the future. 

4.  RE-OPENING RECOMMENDATIONS



Simple Process
The government recommend employers carry out a risk assessment to identify the steps needed to comply with
the new Government guidelines. If you haven't done this before, this simple five step process by the Health and
Safety Executive (HSE) will assist with the process.
 
Step 1
Identify hazards, i.e. anything that may cause harm. Employers have a duty to assess the health and safety risks
faced by their workers. Your employer must systematically check for possible physical, mental, chemical and
biological hazards.
 
Step 2
Decide who may be harmed and how. Identifying who is at risk starts with your organisation's own full- and part-
time employees. Employers must also assess risks faced by agency and contract staff, visitors, clients and other
members of the public on their premises.Employers must review work routines in all the different locations and
situations where their staff are employed. 
 
Step 3
Assess the risks and take action. This means employers must consider how likely it is that each hazard could
cause harm. This will determine whether or not your employer should reduce the level of risk. Even after all
precautions have been taken, some risk usually remains then identify whether these are  high, medium or low.
 
Step 4 
Make a record of the findings. Employers with five or more staff are required to record in writing the main
findings of the risk assessment. This record should include details of any hazards noted in the risk assessment,
and action taken to reduce or eliminate risk.
 
Step 5
Review the risk assessment.  A risk assessment must be kept under review in order to: ensure that agreed safe
working practices continue to be applied; and take account of any new working practices.

5.  START WITH A RISK ASSESSMENT



Practical Tips & Government Guidance
 
The practical implementation of this advice and government guidelines will depend on your local circumstances and
your business layout.
 
 
LAYOUT AND SEPARATION 
 
Define the number of customers that can reasonably follow 2m social distancing within your store. Then regulate
entry so that the premises do not become overcrowded.
Tip: A simple window sticker or sign communicating the numbers permitted in store will help.
 
Look at how people walk through your shop and how you could adjust this to reduce congestion and contact
between customers, for example, queue management or one-way flow, where possible.
Tip: Use floor tape inside the retail space to facilitate customer flow.
 
Consider the likely pinch points and busy areas such as serving counters and tills.  Allow more space in these areas
as it will reduce staff and customer frustration when you re-open.
Tip: Carry out a test scenario first and rearrange displays in advance.
 
 
HYGIENE
 
Provide sanitiser stations on the shop counter or close to entrance and exit to encourage customer use.
Tip: Use display holder to avoid misplacing  sanitiser and minimise handling.
 
Keep a clean retail space focusing on areas touched by customers and products for sale.
Tip: Regularly wipe door handles and work surfaces with anti-bac wipes.
 
 

6.  WHAT TO DO IN RETAIL  AREAS?



Practical Tips & Government Guidance
 
SIGNAGE & COMMUNICATION
 
Use additional signage to ask customers not to enter the shop if they have symptoms.
Tip: Visit the ACS.org.uk for free poster templates.
 
Provide clear guidance on social distancing and hygiene to people on arrival with visual aids.
Tip: Put up signs that are clear and professional. Could you frame them to compliment your shop and
brand?
 
Make regular announcements to remind customers to follow social distancing advice.
Tip: Speaking to customers and politely explaining procedures will give reassurance and help control
the flow and 2m distance.
 
SERVING CUSTOMERS
 
Make clear plastic barriers at tills and counters if feasible, as an additional element of protection for workers and
customers.
Tip: Framers Acrylic sheet will make ideal screens and are easy to construct. 
 
Encourage the use of contactless payments where possible, without losing customers.
Tip: Investigate services to text or email receipts to limit potential contact too.
 
Have clearly designated positions from which colleagues can provide advice or assistance to customers whilst
maintaining social distance.  
Tip: Designate an area for staff to demonstrate mount board and moulding samples that restrict
customer access but allow them to view the proposed frame solution.

7.  WHAT TO DO IN RETAIL  AREAS?



Practical Tips & Government Guidance
 
This advice has been adapted from the government guidance for manufacturing and offers some ideas on
practical steps that could be applied to your operations. This will in turn provide the necessary precautions for
staff to work safely, implementation will depend on your business workshop and storage facilities.
 
SEPARATING SUGGESTIONS
 
You should not allow staff to congregate in break times or upon arrival or departure to work.
Tip: Stagger arrival and departure times to reduce crowding and stagger break times.
 
Make sure you review the back of house flow and spacing and use markings at entry and exit points.
Tip: Use floor tape or paint to mark areas to help staff keep to a 2m distance back of house.
 
Only where it is not possible to move workstations further apart, arrange people to work side-by-side or facing
away from each other rather than face-to-face.
Tip: If workspace is tight, install screens to separate people from one another.
 
If work dictates that people have to work in close proximity, then use a consistent pairing system.
Tip: Another idea could be to use a clothes rail with acrylic sheet to create an instant mobile
protective barrier
 
Review entry and exit routes for customers and suppliers to minimise contact with other people if possible.
Tip: Work with suppliers to agree delivery times and locations to minimise contact.
 

8.  WHAT TO DO IN WORKSHOP AREAS?



Practical Tips & Government Guidance
 
From the outset the government and World Health Organisation have recommended hand washing as one of the
best ways to prevent COVID-19. This advice remains at the core of the government guidance several weeks on.
 
CLEANLINESS
 
You should communicate to all staff that they should wash their hands with soap and water for 20 seconds or
more at the beginning and end of every break, when they arrive at work and before they leave. 
Tip: Consider adding additional pop-up hand washing stations or facilities providing soap, water
and/or hand sanitiser.
 
Allocate staff to specific job roles to reduce rotation. This will reduce the multi-use of equipment and cash/card
registers.
Tip: Supply easy to clean equipment alternatives.
 
Where the business has consultation and meeting areas ensure these are regularly cleaned.
Tip: Install hand sanitiser in meeting rooms and signage to ensure 2m spacing is adhered to or
arrange virtual meetings that have become commonplace.
 
Enhance the frequency of  cleaning work areas and equipment between uses, with usual cleaning products.
Tip: Install visible cleaning record with allocated tasks to share with staff to give reassurance that
quality and regularity is maintained. 
 
Ensure frequent cleaning of objects and surfaces that are touched regularly, such as door handles, pump handles
and printers, and making sure there are adequate disposal arrangements.
Tip: Maintain good stock levels of sanitising products and anti-bacterial products.
 
Since the outbreak the need to increase hand-washing frequency, avoid touching the face and the need to cough
or sneeze into a tissue  remains important for staff to adhere especially whilst on your business premises
Tip: Use signs to build awareness and have tissues available.
 

9.  WHAT TO DO IN WORKSHOP AREAS?



Practical Tips & Government Guidance
 
Delivery drivers continually move across multiple locations and have in many cases continued to operate during
the period when retailers have been closed. In most cases they have become adept to the new processes and
procedures. 

 
DELIVERIES 
 
Put in place procedures to minimise person-to-person contact during deliveries to other sites.
Tip: Advise all suppliers of delivery location within premises and clear instructions of how to deliver.
 
Keep people in the same van.
Tip: If you offer a delivery service, dedicate this to one member of staff. When and if different
personnel need to rotate, ensure the vehicle is thoroughly cleaned.
 
Where possible, use the same pairs of people for loads where more than one is needed.
Tip:  If this is not possible when moving large components or moving large framing pieces, ensure
personal protection equipment such as masks and gloves are worn during this process to maximise
protection.
 
Encourage drivers to stay in their vehicles where this does not compromise their safety and existing safe working
practice, such as preventing drive-aways.
Tip:  If you have a customer collection or delivery service consider ways that you can handle the
products and limit the driver to enter your business premises.
 
Minimise contact during payments and exchange of documentation.
Tip: Use electronic payment methods, electronic signing and photographing deliveries.
 
 

10.  WHAT TO DO IN WORKSHOP AREAS?



Marketing & Communications
 
Perhaps you could develop some new campaigns to share with your customers. There are some suggestions below. 
 
Think Local 
Encourage your customers to support you and make it easy to do so even with the restrictions. There are several ways
that your personal service and relationship really will make the difference in these uncertain times to nervous
shoppers.
 
Go Online to Serve Customers 
Can you develop online shopping or enhance the one you have? Perhaps include online exhibitions with incentives to
buy at launch?
 
Delivery Service
What type of delivery service can you offer?  e.g. After hours home delivery.
 
Gift Cards 
Do you have a good gift card / loyalty scheme incentive to secure sales?
 
Offer Appointments
Making reservations for customers will help secure business and reassure customers it is safe to visit if they have
concerns. This does not have to be during normal working hours. Be flexible if needed.
 
Work Together
Could you better collaborate with other neighbouring shops on incentives?  For example, high street loyalty discount
scheme.
 
Stay social
More than ever we now recognise the power of social media. We know this is an ideal way to safely engage with
customers.  Encourage reviews and recommendations which will help build relationships online and build future sales.

11.  MARKETING IDEAS



12.  OUR GIFT TO YOU

*Framers essentials safety pack gift offer is valid in conjunction with
framing supply orders, minimum value £200 applies. Gift pack will be
delivered with your framing order. Offer valid until end of June 2020.
One complimentary gift pack per business. This offer is subject to
Centrado Trading Ltd Terms & Conditions.

CALL 01480 445 480

10 x face masks

soical distance A4 sign

social distance floor tape

500ml hand sanitisier hand sanitiser bottle holder

social distance policy poster

OFFER ENDS 
30 JUNE 2020

a gift from us
F R A M E R S  

S A F E T Y  

E S S E N T I A L S

P A C K



13.  NEW PRODUCT RANGE

CALL 01480 445 480

F R A M E R S  S A F E T Y  E S S E N T I A L S  P R O D U C T S

N O W  A V A I L A B L E

P E R S O N A L

P R O T E C T I O N

E Q U I P M E N T

H A N D

S A N I T I S E R S ,   

W A S H &  W I P E S

S I G N A G E

&  

F L O O R

M A R K I N G



14.  USEFUL RESOURCES

Government Support & Guidance
Financial Assistance
https://www.gov.uk/government/collections/financial-support-for-businesses-during-coronavirus-covid-19
 
Working Safely Guidance
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19
 
It has a wealth of information regarding accessing financial support packages through to providing the latest
guidance on working, travelling and living safely. We recommend you check it regularly to ensure you are
complying with the latest regulations.
 

Dedicated Independent Retail Advice
https://bira.co.uk/join/
 
BIRA are offering 3 months free membership if you sign up before the 30th June. Take advantage of employment
protection with unlimited legal advice and £50,000 indemnity cover as well as a host of other services. This could
be the perfect time to trial this association and see what value it could offer your business.
 

Scientific News
https://www.who.int/docs/default-source/coronaviruse/getting-workplace-ready-for-covid-19.pdf
 
WHO has become the new go to place for the latest information in respect to COVID-19. This latest publication
covers many aspects that apply to your business from hygiene, social distancing, travel, meetings and much more.
Keep an eye on the website for the latest news as the government make further announcements.
 

Employers
https://www.cipd.co.uk/knowledge/fundamentals/emp-law/employees/workplace-guide-returning-after-
coronavirus
 
The CIPD will provide updated advice, resources and guidance to support employers and employees. The CIPD
has new guidance on the practical and legal considerations around flexible working measures for returning to the
workplace. There is also information on how the pandemic and the Coronavirus Job Retention Scheme impacts
on redundancy procedures as well as on how organisations can support bereaved employees.
 

Free Retailer Resources
https://www.acs.org.uk/covid-19-coronavirus-posters-retailers
 
This Association offers a wealth of news for local retailers and includes templates and free COVID-19 posters for
you to print and use in your retail space.
 
 
 
 
 
 
 
 
 



Steps We Are Taking 
 
At Centrado, we care for the health and well being of our colleagues, customers and community. 
 
We have therefore implemented strict measures in accordance with government guidelines to protect our
employees to give them the confidence to safely return to work. With clear guidance and training we are
confident in our ability to safely serve and deliver to our customers. 
 
Offices
Staff will be socially distanced in our work area with 2m spacing clearly marked and a one way system in place. 
 Additional hygiene facilities are now in place and all visits and collections are temporarily suspended.
 
Warehouse 
Staff will also be socially distanced at 2m where possible and personal protection equipment will be available.  For
all staff working in closer proximity, they will work side by side rather face to face.
 
Delivery Drivers
The delivery team will carry sanitisers for use pre and post delivery to customers. They will also be required to
wear gloves and paperwork will be attached to deliveries so no close contact is required. Co-ordination with
customer for preferred access routes and times will also be discussed by our Customer Service to minimise
contact and disruption to your working practices.  Drivers will undergo regular health screening questions to
ensure they are not asymptomatic.
 
Sales Representatives
The sales team will visit only by appointment and also ensure hand sanitation pre and post visit to customer's
premises. Should you require the sales team to wear PPE, please indicate this when confirming the appointment
as this will be available to all customer facing staff.  Samples will be delivered to the appropriate location at your
business.
 
If you wish to discuss any part of our working and operating procedures, please do not hesitate to contact your
sales representative or a member of our customer service team who will be pleased to help you.

15.  NEW PROCEDURES TO SERVE YOU


