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Planning to return to the workplace post 
lockdown checklist 

Planning 

 □ Review updated government guidance and implement measures required to ensure a COVID-19 secure 
workplace, https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19 

□ Complete a risk assessment, if you have a health and safety representative you will need to work with 

during planning and implementation of the measures 

□ Invite employees to be part of the process by giving feedback on new measures adopted or suggesting 
new measures 

□ Review annual leave, plan how to manage requests over the rest of the year. Update annual leave policy 

and procedures to account for the ability to carry leave over 

□ Review leave policies and procedures including sick leave. Communicate to all employees changes so 
they are aware of them 

□ Consider if  any staff can continue to work remotely and provide them with a copy of the Homeworking 

policy 

□ Decide which roles are required initially, as these are more likely to be business critical and  core 
employees. If it is necessary to bring back a proportion of employees in the same role, ensure any 

decision as to who is brought back is objective and not discriminatory 
 

□  □  

 

 

 

 

Communication 

□ Plan communications to ensure that all employees receives the appropriate message and 

understands expectations on returning.    

□ Arrange a pre return to work call with all employees, taking time to understand their personal 
situation, check in on their wellbeing and whether there is any reason why they would be unable to 

return to the workplace.   

□ Write to employees to confirm their to return to work date and any other supporting information, 

this letter can be sent by email or post 

□ Create a newsletter or video welcoming employees back and updating them on the changes within 

the workplace 

  

https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19
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If you would like to discuss your business and the support you require returning to work post lockdown then, 

book a free 30 minute consultation with us and we will be happy to help you and your teams with this 

transition. 

  
  

    

  
  

    

  

 

 

  

 
 

https://solutionshr.co.uk/contact-us/ola/services/free-30-minute-consultation

