Guidance for retailers re-opening in
Edinburgh City Centre
The safety of your staff and of course
your customers is paramount. This
document has been created to help
you make sure your business is as
safe as possible for your employees,
contractors and of course the public
when re-opening from Monday 29th
June 2020.

Legislation

To ensure you are compliant with the
legislation and the Scottish Government
guidance, we have compiled the key
points that need to be addressed for safe
operation.

• to ensure that a distance of two
metres is maintained between any
persons on the premises (except
between members of the same
household or a carer and the person
assisted by the carer),

We have included the Scottish
Government’s checklist at the end of this
document to help you tick-off all required
components to ensure you have a safe
re-opening.

Essential Edinburgh Support
The following items and support are
available to you free of charge to help
you to prepare:
• Window stickers, pavement and floor
vinyl’s highlighting social distancing
advice.

Physical distancing duties are set out in
Regulation 4(1) of the Health Protection
(Coronavirus) (Restrictions) (Scotland)
Regulations 2020. A person who is
responsible for carrying on a business
or providing a service must take all
reasonable measures:

• to ensure that they only admit people
to its premises in sufficiently small
numbers to make it possible to
maintain that distance,
• to ensure that a distance of two
metres is maintained between any
person waiting to enter the premises
(except between members of the same
household or a carer and the person
assisted by the carer).
Enforcement of this legislation is
undertaken by Environmental Health and
Trading Standards local authority staff in
agreement with Police Scotland.

• Co-ordinated re-opening messaging
across @EdinCityCentre channels to
highlight to Edinburgh locals that you
are re-opening, and the city centre is safe to visit.

• Clean Team continuing to disinfect doorways, door handles
and deep clean the BID area.
• Prominent social distancing messaging across the BID.
• Co-ordinated support for queuing requests to City of
Edinburgh Council.
Please contact marketing@essentialedinburgh.co.uk with all
requests for stickers and vinyl’s and re-opening details.
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1. ASSESSING RISK
As a minimum the Scottish Government
expect:
• planning for a restart to be a joint effort
between employers and employees with
both parties fully contributing as part
of an ongoing commitment to work
together in ensuring a safe workplace
• a risk based approach should be followed
to protect health and safety of employees
and ensure the longer-term economic
viability of the business, safe working
practices being essential to ensure
businesses can effectively restart and
trade through the recovery phase
You should make sure that the risk
assessment for your business addresses the
risks of COVID-19, using this guidance to
inform your decisions and control measures.
The outcome of the risk assessment is to
identify sensible measures to control the
risks in your workplace.
Employers have a duty to consult employees
on health and safety. Consultation should
occur with full-time, part-time, contractors,
shift workers, security staff and facilities and
cleaning staff. You can do this by listening
and talking to them about the work and how
you will manage risks from COVID-19. This
should be done in advance of the store reopening.
Your employees will have an in-depth
knowledge of the risks in the workplace and
will have a view on how to work safely. In a
small business, you might choose to consult
your workers directly. Larger businesses
may consult through a health and safety
representative, chosen by your employees or
selected by a trade union.

COVID-19 risk assessment
Each retailer is required to:
• A full risk assessment must
be carried out in line with
the HSE guidance in full
consultation with your
workers to ensure their input
to the process.
• Ensure the result of the risk
assessment is visible and
communicated to employees.
• Ensure that the actions
taken as the result of
the assessment do not
disproportionately impact
those with vulnerabilities such
as people with disabilities,
single parents, younger or
older people and consider
how to support those with
additional needs to comply
with physical distancing.
• Mental health of employees
should be factored in to
the risk assessment with
signposting to employer led,
government and third sector
support made available to
staff to manage issues such
as confrontation, stress and
isolation as needed.

As a retailer you should consider whether
you could operate using online and mailorder services and click and collect safely
and in line with this guidance.

Full guidance is on www.gov.scot/publications/coronavirus-covid-19-retail-sector-guidance

2. WORKFORCE
PLANNING
Supporting those who should
come to work, and those who
should not.
As a minimum the Scottish
Government expect:
• Working from home to
continue, where possible. It
is recognised that this is not
going to be possible for many
retail employees but where
it is possible for back office
/ management functions this
should be undertaken.
• Health factors to be considered
in any phasing of who returns
to work, with employees living
in vulnerable or shielded
households only expected to
return when new safe working
environment measures have
been fully tested and a return
to onsite work is consistent
with individual medical advice.
• New retailing arrangements
should be tested and modified
in agreement between
employers and employees,
including by phasing where
possible. Employers should
be aware of other regulatory
compliance measures and any
impacts.
• Employers to also take account
of travel to work considerations
in phasing a restart.
• Employers to take account of
childcare arrangements, in the
case of nurseries and schools
not being fully operational.

Implementation timetable
An implementation timetable should
be undertaken, structured broadly as
follows:
1. Planning
Undertake an analysis to ensure you
understand where the risks are to
your business in being able to restart,
in particular taking into account the
challenges of maintaining physical
distancing, and enabling hand washing,
and fair work principles and is designed
to enable a restart that allows the
business to trade while protecting health
and well-being.
2. Preparation
Produce a re-start plan that incorporates
your physical distancing and hygiene
solutions and identifies what work
is required to be carried out before a
restart – screens, one-way systems, 2
metre zones, staff room, PPE provision,
hand sanitisers etc. Then briefings
and inductions into the new ways of
working. These all take time and
require resourcing and commitment. You
should also think about what customer
communication and displays will be
needed to ensure customers are able
to comply with your requirements. Your
preparation should also include what
actions you will take if customers do not
comply with your requirements.
3. Pilots
Experience confirms the value of trialling
the new way of working before a fuller
restart is attempted, so a limited-scale
pilot to test systems, find weaknesses
and make improvements before a fuller
restart is essential. Pilots could include
messaging to the public advising them
that returning to a pre-COVID retail
experience will take time.
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3. PHYSICAL DISTANCING
Employers who have people in their premises
must take all reasonable measures to ensure
that employees are able to maintain a 2 metre
distance from each other. They should also
follow NHS Inform and Scottish Government
guidance on frequent hand washing for at
least 20 seconds each time, or using hand
sanitiser gel if soap and water is not available.

Maintaining 2m distancing:
Your staff should adhere to 2m distancing
from customers where possible and
encourage customers to maintain 2m
distancing from each other and staff. This can
be encouraged by:

Minimise Transmission
Risk
As part of your risk assessment
you may identify areas of
your business that will need
additional considerations.
Below are some suggestions
for common areas of concern:

• Putting up signs on front window and
doors reminding customers of social
distancing guidance.

• Use of screens or barrier
between staff and customers
– particularly at tills where 2m distancing is not
practical or possible.

• Mark-out areas on the shop floor to
help people keep to a 2m distance
while shopping and queuing to pay and
throughout the store.

• Face coverings for staff
where 2m distancing is not
possible.

• Create one-way traffic through the store
with different entrance and exit doors
where possible.

• Create an appointment
system for customers to
book a slot in-store.

• Know the capacity of your store with 2m
social distancing in place and mitigate any
risks by creating a queuing system outside
your store to monitor and limit numbers.

• Take on-line or telephone
orders for delivery. There
are two cargo-bike delivery
services available in
Edinburgh - email us for
more information.

Where people cannot be 2m apart, you
must manage transmission risk and some
services must not be offered:
• Face to face services unable to maintain
2m physical distancing should not be
offered i.e. make-up counters, other
beauty treatments, hairdressing, bra-fitting
services.
• Where physical contact is necessary and
cannot be avoided, appropriate measures
should be considered as part of the risk
assessment. This does not prohibit items
being sold but relates to the nature of the
customer interactions.

Full guidance is on www.gov.scot/publications/coronavirus-covid-19-retail-sector-guidance

4. HYGIENE PROCEDURES

FITTING ROOMS

Retailers should increase the frequency of
hand washing/sanitising by all staff and
ensure that surface and all other cleaning
adheres to strict hygiene procedures.

• As part of your risk
assessment Fitting rooms
should be closed wherever
possible given the challenges
in operating them safely.

• Provide hand washing or sanitising facilities
for all staff and provide regular reminders
and signs to maintain hygiene standards.
• Frequent cleaning of work areas,
equipment, objects and surfaces that are
touched regularly, including self checkouts,
trolleys, coffee machines, betting machines
or staff handheld devices. Make sure there
are adequate disposal arrangements for
cleaning products. If you are cleaning after
a known or suspected case of COVID19then refer to the specific guidance.
• Encourage contactless card payments /
refunds where possible. When using
the card terminal, it should be cleaned
between each customer. If cash is taken it
is recommended that the customers and
staff place cash on a hard surface that is
cleaned between customers. Hand washing
/sanitising is especially important when
cash is being handled.
• Keep returns separate from displayed
merchandise / stock to reduce the
likelihood of touch transmission. Where
possible, this should include items such as
shoes or jewellery that have been tried on
but not purchased and minimise handling
of goods where possible.
• You should take reasonable steps to ensure
that people with disabilities are informed
about new procedures and able to access
facilities, i.e. handwashing at wheelchair
height, verbal direction for those unable to
see floor markings or signage etc.
• Limit customer handling of merchandise,
for example, through different display
methods, new signs. Or through rotation, or
cleaning of high touch stock.

• Where fitting rooms are
essential, for example to
support key workers buying
critical protective clothing,
they should be cleaned very
frequently, typically between
each use.
• Creating procedures to
manage clothes that have
been tried on, for example
delaying their return to the
shop floor.
• Limiting contact between
customers and colleagues
during fitting, for example by
suspending fitting assistance.

ORDER / COLLECTION
• Create pick-up /drop-off
points where possible, rather
than passing goods hand-tohand.
• Stagger collection times, with
a queuing system in place to
ensure a safe distance of 2m.
• Set up ‘no contact’ return
procedures where customers
take return goods to a
designated area.
• Store items that have been
returned, donated or brought
in for repair in a container or
separate room for 48 hours.
Or clean such items before
displaying them on the shop
floor. Materials used for
cleaning can be disposed of
normally.
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5. MANAGING DELIVERY /
SUPPLIES
The UK Government guidance for people who
work in or run shops, branches, stores or similar
environments, suggests the following:
• Revise pick-up and drop-off collection points,
procedures, signage and markings. For
example asking customers who are picking
up online orders to open the boot of their
car, so workers can load the goods to avoid
unnecessary contact between employees and
customers.
• Order larger quantities of goods to reduce
the number of deliveries.
• Where possible and safe have singleemployees unload vehicles or if not possible
keep employees in consistent pairs or groups.
• Enable delivery drivers to access welfare
facilities when required, consistent with other
guidance.
• Encourage drivers to stay in their vehicles
where this does not compromise their safety
and existing safe working practice.
• Create one-way flow of traffic in stockrooms.

CHECKLIST
The following pages contain the Scottish
Government’s “Operational Guide for Retailers
Checklist”. It is there for you as a resource in
supporting you re-opening your business as
safely as possible.

COVID-19 Symptoms
Any member of staff
that has COVID-19 or
COVID-19 symptoms
must follow the
Scottish Government
“Test and Protect”
guidelines, in particular,
to self-isolate for 7
days in accordance
with the Scottish
Government guidelines,
their family members
must also self-isolate
for 14 days.

For further reading and resources for yourselves,
and customer advice, please visit the following
links:
https://www.gov.scot/publications/coronaviruscovid-19-retail-sector-guidance/
https://www.gov.scot/publications/coronaviruscovid-19-guidance-for-consumers/
https://www.gov.scot/publications/coronaviruscovid-19-retail-sector-guidance/pages/
operational-guide-and-checklist-for-retailers/

Full guidance is on www.gov.scot/publications/coronavirus-covid-19-retail-sector-guidance
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Full guidance is on www.gov.scot/publications/coronavirus-covid-19-retail-sector-guidance
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