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SECTION 1

KEY CONTACTS

Local area key contacts
Knowsley Council Environmental Health Service –
Single Point of Contact
For general queries and advice on managing a potential outbreak please contact:
0151 443 4712
COVID19.SPOC@knowsley.gov.uk
This line is available Monday to Friday 9am-5pm. This is an answer phone but the message left will be
passed on to an officer within one hour.
For out of hours support after 5pm, at weekends or on a Bank Holiday please contact:
Public Health England North West Health Protection Team
0151 434 4819

Knowsley Chamber of Commerce & Knowsley Growth Hub
Knowsley Chamber of Commerce and the Knowsley Growth Hub can support your business through
COVID-19. Please find up to date information here.
If you need any general business advice or cannot find what you are looking for on the website contact Invest
Knowsley on 0151 477 4000 or email business@knowsley.gov.uk
For town centre businesses you can also contact:
Steve Myers (0151 443 2298) or Mark Bingley (0151 443 2642)
or email towncentremanager@knowsley.gov.uk for additional support
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SECTION 2

KEY MESSAGES

COVID-19 key messages
Knowsley Council Environmental Health Service –
Single Point of Contact
PREVENTION is the most effective method of stopping transmission and
outbreaks of COVID-19 in your workplace.
Having effective infection prevention and control measures in place will ensure your staff and customers
stay safe and you are able to continue trading.
There are 6 KEY STEPS all businesses and organisations should undertake to ensure this:
1. Carry out a COVID-19 Risk Assessment and make your workplace ‘COVID-Secure’
Based on the Health & Safety Executive guidelines, a template is available for your business if
you do not have one (link here)
Think about: Who could be at risk? How likely is it that they could be exposed? How could you remove
the activity or situation, and if this is not possible how could you control the risk?
• If you have fewer than 5 employees you do not have to write anything down, however it is
strongly advised to do so
• If you have 5 or more employees, then your risk assessment must be documented
2. Develop strong systematic cleaning, handwashing and hygiene procedures including:
• Encourage all staff to adhere to guidance on hand-washing. This short video should be shared
with staff
• Provide hand-drying facilities (paper towels or hand dryers)
• Provide hand sanitiser around the workplace
• Frequently clean and disinfect objects/surfaces that are regularly touched
• Enhance cleaning for busy workplace areas
• Develop clear use and cleaning guidance for toilets
3. Help people to work from home
You should take all reasonable steps to allow employees to work from home where possible and
ensure they have:
• The right equipment for remote access to work
• included in all necessary communications
• Their mental health and wellbeing is looked after
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4. Maintain 2m social distancing where possible by:
•
•
•
•
•

Put up signs to remind all staff and visitors of social distancing guidance
Avoiding sharing work-stations
Use tape or paint to mark areas to support 2m distancing (particularly in busy areas)
Arrange one way traffic in workplaces if possible
Switch to seeing visitors by appointment only

5. Where people cannot be 2m apart – manage the risk of transmission
•
•
•
•
•
•
•

Consider whether an activity needs to continue
Keep activity time as short as possible
Use screens and barriers to separate people from each other
Use back to back or side to side working where possible
Stagger arrival and departure times
Reduce the number of contacts by using ‘fixed teams or partnering’. Keep numbers low
Staff should wear a face covering in indoor places where social distancing may be difficult. Although
it is not mandated for employees, where 2m distancing is difficult the wearing of face coverings are
recommended

6. Encouraging workers to heed any notifications to self-isolate and supporting them when in
isolation
Workers will be told to isolate because they:
• Have coronavirus symptoms
• Have tested positive
• Are a member of the same household as someone who has symptoms or has tested positive
• Have been in close contact with someone who has tested positive and received notification from the
NHS test and trace service
When someone first develops symptoms and orders a test, they will be encouraged to alert the people
that they have had close contact with in the 48 hours before symptom onset and any time from the onset
of symptoms.
Some of these contacts may be within the workplace setting, and as such you should engage with the
guidance to make your workplace COVID-secure. More information is available on outbreak management
and self-isolation including the definition of a close contact in Section 4 of this pack.
Further support & Frequently Asked Questions
You may have many questions about COVID-19 as you start to commence trading. In the first instance please
use these guidance packs, and our list of Frequently Asked Questions.
Local area key contacts are as follows:
The Single Point of Contact (SPOC):
0151 443 4712 or COVID19.SPOC@knowsley.gov.uk
Knowsley Chamber of Commerce/Growth Hub:
Are able to provide support to your business, and answer any queries.
0151 477 1356 and lorna.marshall@knowsleychamber.org.uk
As COVID-19 is a rapidly evolving situation, guidance may change with little notice. Therefore we
advise that, in addition to familiarising yourself with the content of this document, and if in
doubt follow the links to national guidance. We will aim to update as soon as possible as changes
are made.
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SECTION 3
RISK ASSESSMENTS

Conducting a Risk Assessment –
How to become ‘COVID-Secure’
As an employer, you’re required by law to protect employees, and others, from harm. Under the
Management of Health and Safety at Work Regulations 1999, the minimum you must do is:
• Identify what could cause injury or illness in your business (hazards)
• Decide how likely it is that someone could be harmed and how seriously (the risk)
• Take action to eliminate the hazard, or if this isn’t possible, control the risk
These are the guiding principles for creating a COVID-secure workplace.

How to risk assess:
To become COVID-secure you must:
• Identify what activities or situations might cause transmission of the virus
• Consider who could be at risk?
• Decide how likely it is that someone could be exposed
• Act to remove the activity or situation, or if this isn’t possible, control the risk
This link provides a worked example of a workplace risk assessment. You will see this details what the
hazards are, who may be harmed, and how? It also includes some suggested controls to put mitigate risk, and
what further actions need putting in place. This type of worked example should be applied to your workplace.
A COVID-19 Risk Assessment template is shown on Page 14 (3.1).
When undertaking a risk assessment, the following considerations should be taken into account:
Changes should be discussed with workers
Explain the changes you are planning so they can work safely. Listen to ideas and evolve the workplace
assessment so that you continue to operate safely.
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Carefully consider who should attend the workplace
Everyone who can work from home, should be doing so. They should be provided with the correct equipment
and included in all communications. Regular contact is important, checking in on their wellbeing.
How you can protect vulnerable and shielding workers
Where it is not possible for workers to work from home, you must regularly review your risk assessment. You
must do everything ‘reasonably practicable’ to protect those workers from harm, for example doing tasks
where stringent social distancing guidelines can be followed. This also applies to workers living with someone
in the shielded group. You can find more advice on shielding and protecting vulnerable people on GOV.UK
Getting into and leaving work
• Identify how people will travel to and from work, eg. Travel alone in their own car, walking, cycling,
public transport. Encourage staff to walk or cycle to work, and only use car travel alone unless they are in
the same household or workplace bubble
• Stagger arrival and departure times to allow social distancing at different entry and exit points
• Provide hand-washing facilities at entry and exit points. If not possible, provide workers with hand sanitiser
Arranging work areas, and decide how staff will move between areas
• Physically arrange work areas so people can socially distance
• Mark areas using floor paint or tape to help people social distance
• Provide signage to remind people to keep social distance
• Avoid people working face-to-face
Where you cannot socially distance, consider:
• Assign one person per work area or reducing the number of people in the area
• Assign and keep people to shift teams to limit social interaction
• Keep the number of people who cannot social distance to a minimum
• Use screens to create a physical barrier between people
Additional considerations:
• Allow only essential trips within buildings, sites and properties
• Restrict the amount that people rotate between jobs and equipment
• Limit the number of people who use lifts and work vehicles
• Reduce numbers in high traffic areas including lifts, corridors, turnstiles and walkways
• Introduce temporary walkways to allow people social distancing when moving around
How common areas should operate
• Move tables and chairs so people can social distance
• Stagger break times and consider maximum numbers to allow 2 metres distancing
• Create additional space if needed or create outdoor break locations
• Mark areas using floor paint or tape
• Encourage workers to stay on site during working hours
• Keep clean to prevent transmissions
Hygiene procedures that should be implemented
• Ensure you have handwashing facilities providing running water, soap and paper towels
• Provide hand sanitiser in addition to washing facilities around the workplace
• Use signs and posters to increase awareness of good handwashing techniques
• Provide regular reminders to avoid touching your face and cough/sneeze into your arm
• Set clear guidance for use and cleaning of toilets, showers and changing facilities
• Identify objects that are touched regularly and decide how regularly to clean them
• Provide hand sanitiser for people getting in and out of vehicles
• Promote catch it, bin it, kill it.
• For more information on cleaning in a non-health care setting please click here
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This guidance and information pack should allow you to feel more confident about completing a risk
assessment, and put actions in place to ensure your workplace is COVID-19 secure.
Specific sector relevant guidance will also be shared with you; you may want to consider adding to your
assessment. Once you have completed your risk assessment you must share the results of your risk assessment
with your workforce.
If possible, you should consider publishing the results on your website (it is expected all employers with over
50 workers do so). We would expect all businesses to demonstrate to their workers, customers and clients
that they have properly assessed their risk and taken appropriate measures to mitigate this.
You should do this by displaying a notification in a prominent place in your business and on your website.
Although not obligatory Knowsley Council would like you to return your self-declaration to
Lorna.Marshall@knowsleychamber.org.uk to provide additional assurances to the local outbreak
management board.
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More information on managing risk here

What are you
already doing to
control the risks?

What further action
do you need to take
to control the risks?

Who needs to carry
out the action?

When is the action
needed by?

Date assessment was carried out:

Date of next review:
What are
Who might be
the hazards?
harmed and how?
			
			

Assessment carried out by:

Company name:

3.1 Risk assessment template

Done

SECTION 4

TEST, TRACE

& ISOLATE

Test, Trace & Isolate –
Management of cases and
outbreaks in the workplace
This guidance explains how employers and businesses can play their part in
the NHS Test and Trace programme to slow the spread of the virus, protect the
health and care system and save lives. It is vital that employers play their
part by making their workplaces as safe as possible, by encouraging workers
to heed any notifications to self-isolate and by supporting them when in
isolation. Although this may seem disruptive, it is less disruptive than an
outbreak of COVID-19 in the workplace, and far less disruptive than
periods of lockdown.

What is NHS Test, Trace & Isolate?
• The NHS Test, Trace & Isolate service provides testing for anyone who has symptoms of COVID-19 to find
out if they have the virus
• The service will contact anyone who has had a positive test result to help them share information about
any close recent contacts they have had – this is called contact tracing
• The service will alert those contacts, where necessary, and notify them that they need to self-isolate to help
stop the spread of the virus
• The service will identify cases that are linked because of a shared workplace – and identify outbreaks
early
The first line of defence is ensuring your workplace is COVID-secure. Test, Trace and Isolate is the
second line of defence supporting employers and their employees to stop the onward spread of the virus.
In the long run this will support economic recovery, and reduce the number of employees that are required
to self-isolate.
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How can my business play its part?
• If staff can work from home, they should. If they can’t ensure workplaces are as safe as possible
following the risk assessment advice to make your workplace COVID-secure
• Encourage, and allow workers to follow any instruction to self-isolate
• Support staff if they are isolating
• Support Public Health England and Knowsley Council in the case of an outbreak in your organisation and
take actions to reduce the amount of staff affected

Suspected case management in the workplace:
When to suspect COVID-19 illness

• Oral (mouth) or tympanic (ear) temperature of 37.8° or more
• New continuous cough
• Anosmia (loss of a sense of smell or taste)

Individual Case
If a member of staff develops even mild symptoms they should not come to work and self-isolate for
10 days and order a test. You may want to consider at this point additional cleaning of common areas
and areas frequently used by the suspected case – you do not need to wait for confirmation.
See guidance for COVID-19: cleaning in non-healthcare settings here
The employee will be encouraged to alert the people they have had close contact with in the 48 hours
before they started with the symptoms. The key definitions you will require are included in Appendix A:
Key Definitions.
If any of those close contacts are co-workers, the person who has developed symptoms may wish to (but is
not obliged to) ask their employer to alert those co-workers. At this stage, those close contacts should not
self-isolate, but they:
• Must avoid individuals who are at high-risk of contracting COVID-19, for example, because they have
pre-existing medical conditions, such as respiratory issues.
• Must take extra care in practising social distancing and good hygiene and in watching out for symptoms.
• Should prepare for the possibility of having to self-isolate for 14 days if the person who has symptoms has
a positive test result and if they (the contact) receive a notification from the NHS Test and Trace service.

Multiple confirmed cases (Outbreak Management)
When to suspect a COVID-19 outbreak?

Two or more confirmed positive cases arising within the same 14-day period in people who
work in the same workplace setting
If there is more than one confirmed positive case of COVID-19 associated with a workplace, employers
should contact the Single Point of Contact to report the suspected outbreak.
The team will then:
• Undertake a risk assessment
• Provide public health advice
• Where necessary, establish a multi-agency incident management team to manage the outbreak
Please remember, the earlier you report cases, the less likely you are to have a large number of
employees requiring to self-isolate.
As soon as you suspect a potential outbreak you should:
1. Immediately contact Knowsley Council’s Environmental Health Single Point of Contact. After 5pm, at
weekends or on Bank Holidays, such contact should be with Public Health England North West, which is
linked to the Cheshire and Merseyside Test and Trace Hub. Contact details are earlier in this pack.
2. Identify an Infection Control Lead in your setting (suggested experience includes occupational health,
health and safety, risk manager, business management).
3. Workers should be encouraged to heed any notifications to self-isolate and support should be provided
to these individuals when in self-isolation
4. Employers/managers should continue to communicate with workers/clients in self-isolation and
provide support
Between 5 pm and 9 am Monday to Friday, at weekends, or Bank Holidays, you must contact Public
Health England North West, which is linked to the Cheshire and Merseyside Test and Trace Hub.
Contact details are earlier in this pack.

If the person who has symptoms receives a positive test result for COVID-19, the NHS Test and Trace service
will ask them to share information about their close recent contacts, and they must complete the 10 days
self-isolation from the date of the positive test.
The NHS Track and Trace, and Knowsley Council’s Single Point of Contact can then work with you to identify
who would be considered a close contact using the key definitions in Appendix A. At this point you would
advise the employees who had close contact, and the rest of their household to self-isolate for 14
days to minimise the risk of further spread within the workplace and wider community.
Appendix B provides a visual example of the self-isolation process.
Appendix C provides a visual example of the stay at home guidance, including timescales
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Information for staff
Workers who are self-isolating because they have symptoms of coronavirus or live with someone who
has symptoms of coronavirus, can get an isolation note through NHS 111 online. Workers who are told
to self-isolate should share the evidence provided by NHS Test and Trace to show that they have been told to
self-isolate and explain to their employer that this means that they cannot come to work.
Workers who are already unable to work and have a ‘Fit Note’ which says they are not fit for work covering
the period for which they have been told to self-isolate, must follow the public health advice they have
been given.
Workers who think the contacts that have triggered these notifications are workplace contacts, should ask
their employer to consider what further mitigating actions could be taken to reduce the risk of Covid-19.
Employers can use these guides to further reduce risks.

Support for staff
Where possible they must be allowed to work from home.
The Department for Work and Pensions has announced that those having to self-isolate will be eligible
for statutory sick pay if they are unable to work from home. Staff may be entitled to Employment Support
Allowance. More information, including the eligibility criteria, can be seen here.
Agency workers or workers on zero hours contract who have been told to self-isolate must work from home,
unless it is impossible for them to do so. If they are unable to work from home, they may be eligible for
Statutory Sick Pay or Universal Credit whilst self-isolating in line with Government guidance.

Additional guidance for the self-employed
You must continue to work from home if you can.
If this is not possible, the guidance in this pack should be implemented for your work environment. As part
of this, you must continue to think about how you can observe government guidance on social distancing for
the people that you meet, such as customers and suppliers.

Appendix A – Key definitions
Term
Close contact
(GOV.UK definition)

Close contact means:
• having face-to-face contact with someone (less than 1 metre away)
• spending more than 15 minutes within 2 metres of someone
• travelling in a car or other small vehicle with someone (even on a short journey)
		 or close to them on a plane within 48 hours before developing symptoms and the
		 10 days’ time since developing symptoms
Confirmed case

A person that has received a positive test result for severe acute respiratory
syndrome coronavirus 2 (SARS-CoV-2)

Contact
(PHE definition)

A ‘contact’ is a person who has been close to someone who has tested positive for
COVID-19 anytime from 2 days before the person was symptomatic up to 10 days 		
from onset of symptoms (this is when they are infectious to others).
For example, a contact can be:
• people who spend significant time in the same household as a person who has 		
		 tested positive for COVID-19
• sexual partners
• a person who has had face-to-face contact (within one metre), with someone
		 who has tested positive for COVID-19, including:
• being coughed on
• having a face-to-face conversation within one metre
• having skin-to-skin physical contact, or
• contact within one metre for one minute or longer without face-to-face contact
• a person who has been within 2 metres of someone who has tested positive for
		 COVID-19 for more than 15 minutes
• a person who has travelled in a small vehicle with someone who has tested
		 positive for COVID-19 or in a large vehicle or plane near someone who has tested
		 positive for COVID-19
Contact

Direct contact without PPE: Face to face contact with a case for any length of
time, within 1m, including being coughed on, a face to face conversation,
unprotected physical contact (skin to skin) or travel in a small vehicle with a case.
This includes exposure within 1 metre for 1 minute or longer.
Proximity contact without PPE: Extended close contact (between 1 and 2 metres
for more than 15 minutes) with a case.
Household contact: A person who lives with or spends significant time in the same
household as a possible or confirmed case of coronavirus (COVID-19). This includes
living and sleeping in the same home, anyone sharing kitchen or bathroom facilities,
or sexual partners.
Person who has had contact (see below) at any time from 48 hours before onset of
symptoms (or test if asymptomatic) to 10 days after onset of symptoms (or test).
A person who wore appropriate PPE or maintained appropriate social distancing
(over 2 meters) would not be classed as a contact.

Exposure period

48 hours prior to and 10 days after the possible or confirmed case’s symptom onset
or specimen collection date (if the case is asymptomatic).

Probable case

A person experiencing the following symptoms:
• fever over 37.8; or
• new, continuous cough; or
• loss or change of sense of smell or taste.

To help stop the spread of coronavirus, you will be told to self-isolate if you or another household member
develop symptoms or test positive for coronavirus, or if the NHS Test and Trace service tells you to do so
because you have had close recent contact with someone with coronavirus. If it is possible for you to amend
your working practices and work from home, then you must do so.
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Description
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5

6

7

8

D

C

B

A

+14 days from becoming ill

✓

11

✓
+10 days from becoming ill

+10 days from becoming ill

✗

10

+10 days from becoming ill

9

+14 days from becoming ill

✗

+10 days from becoming ill

4

D

3

+14 days from becoming ill

2

C

✗

✗
A
B

1

DAY

12

✗

13

✓

✓

✓
✓
✓

14

16

17

18

+10 days from becoming ill

15

19

20

21

22

23

✓
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If you live with others and you are the first in the household to have symptoms of coronavirus, then you must stay at home for 10 days.
If anyone else in the household starts displaying symptoms, they stay at home for 10 days from when their symptoms appeared, regardless of what day they are on
in the original 14 day isolation period.
Household members who remain well stay in self isolation for 14 days due to maximum incubation period, calculated from day 1 of first symptomatic person.
Household members do not need to start the clock if other members become symptomatic during the 14 days of self-isolation.

Criteria and guidance applied as of July 2020
Incubation period = maximum 14 days
Day 1 is the first day of symptoms
The 14 day period starts from the day when the first person in the house became ill

Stay at home guidance for households: current guidelines illustrated

Appendix C – Stay at home guidance

Appendix B – NHS Test and Trace

Example
Household 1
Example
Household 2
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4.1 Privacy notice template

4.2 Maintaining records to
support track and trace

Recording Customer Details: How we use your information
To support NHS Test and Trace (which is part of the Department for Health and Social Care) in England, and
for the purpose of Contact Tracing [INSERT NAME OF BUSINESS] has decided to collect and keep a limited
record of staff, customers and visitors who come onto our premises.
By maintaining records of staff, customers and visitors, and sharing these with NHS Test and Trace where
requested, we can help to identify people who may have been exposed to the Coronavirus.
We may/will [DELETE AS NECESSARY] require you to pre-book appointments for visits to the premises so that
the form is completed before you gain entry.
As a customer/visitor of [INSERT NAME OF BUSINESS] you will be asked to provide some basic information and
contact details. The following information will be collected:
• The names of all customers or visitors.
• If there is a group of people, the name of one member of the group.
• A contact phone number for each customer or visitor, or for the lead member of a group of people.
• Date of visit, the arrival and departure time.
In addition, if you only interact with one member of staff during your visit, the name of the assigned staff
member will be recorded alongside your information.
NHS Test and Trace have asked us to retain this information for 21 days from the date of your visit, to enable
contact tracing to be carried out by NHS Test and Trace during that period. We will only share information
with NHS Test and Trace if it is specifically requested by them.
For example, if another customer/visitor has reported symptoms and subsequently tested positive, NHS Test
and Trace can request the log of customer/visitor details for a particular time period e.g. This may be all
customers who visited on a particular day or time-band, or over a two-day period.
Under government guidance, the information we collect may include information that we would not
ordinarily collect from you ie. We only collect this information for the purpose of contact tracing.
Information of this type will not be used for other purposes (such as surveillance of an individual’s movements
or marketing activities). NHS Test and Trace will not disclose this information to any third party unless required
to do so by law eg. As a result of receiving a court order. In addition, where the information is only collected
for the purpose of contact tracing it will be securely destroyed by the company 21-days after the date of
your visit.
However, government guidance may include information that we would usually collect and retain as part of
our normal communication with you eg. Your name, date of birth and phone number. Where this is the
case, our existing Privacy Rules will apply ie. Personal information will be securely stored and used after the
21-day period has expired, unless you tell us not to.
Your information will always be stored and used in compliance with the relevant Data Protection legislation.
The use of your information is covered by the General Data Protection Regulations Article 6 (1) (f) – legitimate
interests of the venue/establishment. The legitimate interest in this case is the interest of the venue/
establishment in co-operating with NHS Test and Trace in order to help maintain a safe operating environment
and to help fight any local outbreak of coronavirus.
If you do not wish your contact information to be passed to NHS Test and Trace if requested, please speak to:
[INSERT NAME OF MANAGER/PERSON WITH RESPONSIBILITY FOR THE PREMISES]
By law, you have a number of rights as a data subject, such as the right to access information held about you.
If you are unhappy or wish to complain about how your information is used, you should contact a [INSERT
NAME OF PERSON WHO WILL DEAL WITH COMPLAINTS] in the first instance to resolve your issue.

Maintaining records of staff, customers and visitors
to support NHS Test and Trace
Published 2nd July 2020

This guidance is for England. You can visit the Scotland, Wales and
Northern Ireland government websites to find out more information about
the coronavirus (COVID-19) response across the United Kingdom.
To support NHS Test and Trace, organisations in certain sectors should collect
details and maintain records of staff, customers and visitors on their premises.

Contents
1. NHS Test and Trace
2. The purpose of maintaining records
3. Sectors that this guidance applies to
4. Information to collect
5. How records should be maintained
6. When information should be shared with NHS Test and Trace
7. How NHS Test and Trace will take steps to minimise transmission

The UK is currently experiencing a public health emergency as a result of the COVID-19 pandemic. As such, it
is critical that organisations take a range of measures to keep everyone safe.
The easing of social and economic lockdown measures following the COVID-19 outbreak is being supported
by NHS Test and Trace. You should assist this service by keeping a temporary record of your customers and
visitors for 21 days, in a way that is manageable for your organisation, and assist NHS Test and Trace with
requests for that data if needed. This could help contain clusters or outbreaks.
This publication provides further guidance in how you can do this in a proportionate and effective way.

If you are still not satisfied, you can complain to the Information Commissioner’s Office. Their website address
is www.ico.org.uk
24
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1. NHS Test and Trace
NHS Test and Trace is a key part of the country’s on-going COVID-19 response. If we can rapidly detect people
who have recently come into close contact with a new COVID-19 case, we can take swift action to minimise
transmission of the virus. This is important as lockdown measures are eased and will help us return to a more
normal way of life and reduce the risk of needing local lockdowns in the future.
NHS Test and Trace includes dedicated contact tracing staff working at national level under the supervision of
Public Health England (PHE) and local public health experts who manage more complex cases. Local public
health experts include both PHE health protection teams and local authority public health staff.
You can find further information on how the NHS Test and Trace works here.

2. The purpose of maintaining records
By maintaining records of staff, customers and visitors, and sharing these with NHS Test and Trace where
requested, you can help us to identify people who may have been exposed to the virus. Containing outbreaks
early is crucial to reduce the spread of COVID-19, protect the NHS and social care sector, and save lives.
This will help to avoid the reintroduction of lockdown measures and support the country to return to, and
maintain, a more normal way of life.
You can play a significant role in helping your staff, customers and visitors understand the importance of NHS
Test and Trace and play their part in stopping the spread of COVID-19. Please do this by explaining why you
are asking for contact information and encouraging them to provide it.
In addition to maintaining and sharing records where requested, you must also continue to follow other
government guidance to minimise the transmission of COVID-19. This includes maintaining a safe working
environment and following social distancing guidelines.

3. Sectors that this guidance applies to
There is a higher risk of transmitting COVID-19 in premises where customers and visitors spend a longer time
in one place and potentially come into close contact with other people outside of their household. To manage
this risk, establishments in the following sectors, whether indoor or outdoor venues or mobile settings, should
collect details and maintain records of staff, customers and visitors:
• hospitality, including pubs, bars, restaurants and cafés
• tourism and leisure, including hotels, museums, cinemas, zoos and theme parks
• close contact services, as defined here, including hairdressers, barbershops and tailors
• facilities provided by local authorities, including town halls and civic centres for events, community centres,
libraries and children’s centres
• places of worship, including use for events and other community activities
This guidance applies to any establishment that provides an on-site service and to any events that take place
on its premises. It does not apply where services are taken off-site immediately, for example, a food or drink
outlet which only provides takeaways. If a business offers a mixture of a sit-in and takeaway service, contact
information only needs to be collected for customers who are dining in.
This guidance does not apply to drop-off deliveries made by suppliers or contractors.
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4. Information to collect
The following information should be collected by the venue, where possible:
Staff
• The names of staff who work at the premises
• A contact phone number for each member of staff
• The dates and times that staff are at work
Customers and visitors
• The name of the customer or visitor. If there is more than one person, then you can record the name of the
‘lead member’ of the group and the number of people in the group
• A contact phone number for each customer or visitor, or for the lead member of a group of people
• Date of visit, arrival time and, where possible, departure time
• If a customer will interact with only one member of staff (e.g. a hairdresser), the name of the assigned staff
member should be recorded alongside the name of the customer
No additional data should be collected for this purpose.
Many organisations that routinely take bookings already have systems for recording their customers and
visitors – including restaurants, hotels, and hair salons. Due to the COVID-19 outbreak, more organisations
are planning to implement an ‘advanced booking only’ service to manage the numbers of people on the
premises. These booking systems can serve as the source of the information that you need to collect.
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You should collect this information in a way that is manageable for your business. If not collected in advance,
this information should be collected at the point that visitors enter the premises, or at the point of service if
impractical to do so at the entrance. It should be recorded digitally if possible, but a paper record is acceptable
too.

While consent is not required, we recommend that consent is sought in sensitive settings such as places of
worship and for any group meetings organised by political parties, trade unions, campaign or rights groups,
other philosophical/religious groups or health support groups. This is because of the potentially sensitive
nature of the data collected in these circumstances.

Recording both arrival and departure times (or estimated departure times) will help reduce the number of
customers or staff needing to be contacted by NHS Test and Trace. We recognise, however, that recording
departure times will not always be practicable.

Personal data that is collected for NHS Test and Trace, which you would not collect in your usual course
of business, must be used only to share with NHS Test and Trace. It must not be used for other purposes,
including marketing, profiling, analysis or other purposes unrelated to contact tracing, or you will be in breach
of GDPR. You must not misuse the data in a way that is misleading or could cause an unjustified negative
impact on people e.g. to discriminate against groups of individuals.

If someone does not wish to share their details, or provides incorrect information
Although this is voluntary, please encourage customers and visitors to share their details in order to support
NHS Test and Trace and advise them that this information will only be used where necessary to help stop the
spread of COVID-19.
If a customer or visitor informs you that they do not want their details shared for the purposes of NHS Test
and Trace, they can choose to opt-out, and if they do so you should not share their information used for
booking purposes with NHS Test and Trace.

Appropriate technical and security measures must be in place to protect customer contact information, and
the ICO has produced guidance on this. These measures will vary depending on how you choose to hold
this information, including whether it is collected in hard copy or electronically. We would prefer you to record
and protect information electronically, but we understand this might not be possible.
You must ensure that individuals are able to exercise their data protection rights, such as the right of
erasure or the right to rectification (where applicable).

The accuracy of the information provided will be the responsibility of the individual who provides it; you do
not have to verify an individual’s identity for NHS Test and Trace purposes.

6. When information should be shared with NHS Test and Trace
5. How records should be maintained
To support NHS Test and Trace, you should hold records for 21 days. This reflects the incubation period for
COVID-19 (which can be up to 14 days) and an additional seven days to allow time for testing and tracing.
After 21 days, this information should be securely disposed of or deleted. When deleting or disposing of data,
you must do so in a way that does not risk unintended access (e.g., shredding paper documents and ensuring
permanent deletion of electronic files).
Records which are made and kept for other business purposes do not need to be disposed of after 21 days.
The requirement to dispose of the data relates to a record that is created solely for the purpose of NHS Test
and Trace. All collected data, however, must comply with the General Data Protection Regulation and should
not be kept for longer than is necessary.
General Data Protection Regulation (GDPR)
The data that we are asking you to collect is personal data and must be handled in accordance with GDPR to
protect the privacy of your staff, customers and visitors. This section sets out the steps you can take to comply
with GDPR.
GDPR allows you to request contact information from your staff, customers and visitors and share it with
NHS Test and Trace to help minimise the transmission of COVID-19 and support public health and safety. It
is not necessary to seek consent from each person, but you should make clear why the information is being
collected and what you intend to do with it.
For example, if you already collect this information for ordinary business purposes, you should make staff,
customers and visitors aware that their contact information may now also be shared with NHS Test and Trace.
You do not have to inform every customer individually. You might, for example, display a notice at your
premises or on your website, setting out what the data will be used for and the circumstances in which it
might be accessed by NHS Test and Trace. Page 24 (4.1) provides a template to help you do this. You may
need to offer some people additional support in accessing or understanding this information, eg. If they have
a visual impairment or cannot read English.

28

NHS Test and Trace or Knowsley Council’s Single Point of Contact working on behalf of NHS Test and Trace,
will ask for these records only where it is necessary, either because someone who has tested positive for
COVID-19 has listed your premises as a place they visited recently, or because your premises have been
identified as the location of a potential local outbreak of COVID-19.
NHS Test and Trace will work with you, if contacted, to ensure that information is shared in a safe and secure
way. You should share the requested information as soon as possible to help us identify people who may have
been in contact with the virus and help minimise the onward spread of COVID-19.
NHS Test and Trace will handle all data according to the highest ethical and security standards and ensure it is
used only for the purposes of protecting public health, including minimising the transmission of COVID-19.
If you are contacted by NHS Test and Trace
Contact tracers will:
• call you from 0300 013 5000
• send you text messages from ‘NHStracing’
• ask you to sign into the NHS test and trace contact-tracing website
• or you may be called by the council’s single point of contact who are working with the national track and
trace service
Contact tracers will never:
• ask you to dial a premium rate number to speak to them (for example, those starting 09 or 087)
• ask you to make any form of payment or purchase a product or any kind
• ask for any details about your bank account
• ask for your social media identities or login details, or those of your contacts
• ask you for any passwords or PINs, or ask you to set up any passwords or PINs over the phone
• disclose any of your personal or medical information to your contacts
• ask about protected characteristics that are irrelevant to the needs of Test & Trace
• provide medical advice on the treatment of any potential coronavirus symptoms
• ask you to download any software to your PC or ask you to hand over control of your PC, smartphone or
tablet to anyone else
• ask you to access any website that does not belong to the government or NHS
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if a customer does not have a telephone and is happy to provide their address this can be collected in the place of a contact number.

Departure
time
Contact telephone number
If a customer/visitor will
(it is advisable to take all contact
interact with only one
telephone numbers in a group,
member of staff, the name
but a lead members contact
of the assigned staff member
number is required as a minimum)
should be recorded

4.3 Hospitality Sign in Sheet

If there is more than one case of COVID-19 on your premises, you should contact your local health
protection team to report the suspected outbreak.

Date
Arrival time
Name of customer/visitor
Number of
				
people in
				
the group
				
(if applicable)
					

If you receive a request for information from NHS Test and Trace this does not mean that you must close
your establishment. NHS Test and Trace will, if necessary, undertake an assessment and work with you to
understand what actions need to be taken. Depending on the circumstances and the length of time that
has elapsed, this could include arranging for people to be tested, asking them to take extra care with social
distancing and/or – in some circumstances – asking them to self-isolate. NHS Test and Trace will give you the
necessary public health support and guidance. Your staff will be included in any risk assessment and NHS Test
and Trace will advise them what they should do.

Template to record attendances 		
Name of venue:

7. How NHS Test and Trace will take steps to minimise transmission
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SECTION 5

SECTOR SPECIFIC

GUIDANCE

How to use this guidance
This guidance supplements generic guidance documents, and may provide
you with additional considerations around how to apply COVID security in
your workplace setting, and conduct a suitable risk assessment.
This guidance does not however supersede any legal obligations relating to
health and safety, employment or equalities.

Completing a risk assessment
It is necessary for an employer with 5 or more staff to undertake and document a suitable COVID-19 risk
assessment, and the generic guidance and template shared with your business can support this.
For businesses with fewer than 5 staff, it is strongly advised to complete a COVID-19 risk assessment.
Where the enforcing authority identifies employers who are not taking action to comply with the relevant
public health legislation and guidance to control public health risks, they are empowered to take a range of
actions to improve control of workplace risks. For example, this would cover employers not taking appropriate
action to ensure social distancing, where possible.
Following the guidance set out in this documentation prevents any enforcement action and ensures your
workers, clients, visitors and wider communities are kept safe.

Close Contact Services
Who does the guidance apply to?
Close contact services include hairdressing, barbershops, beauty and nail bars, makeup, tattoo and spray
tanning studios, spas, sports and massage therapy, wellbeing and holistic locations, dress fitters, tailors and
fashion designers.
This guidance is also designed for those who provide mobile close contact services from their homes and in
other people’s homes, those in retail environments and the arts, as well as those studying hair and beauty in
vocational training environments.
Where to find the relevant information?
This link provides sector specific guidance for these industries. Take the time to review the guidance and
apply to your risk assessment. In these links there is also handy checklists for you to consider applying to
your setting.
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Construction and outdoor working

Hotels and guest accommodation

Who does the guidance apply to?
This guidance applies to employers and employees involved in:
• Construction
• Energy and utilities
• Farming and agriculture (including seasonal labour)
• Forestry
• Waste management and other infrastructure
• Railway services
• Street and highway services

Who does the guidance apply to?
Hotels and other guest accommodation includes: income generating accommodation for example, hostels,
motels, inns, pubs, student accommodation, holiday parks, B&B’s, short term serviced accommodation and
similar letting, guest houses, caravans, boats including for holiday hire and hotels, sleeper trains, yurts, chalets,
campsites and caravans.

Where to find the relevant information?
This link provides sector specific guidance for these industries. Take the time to review the guidance and apply
to your risk assessment. There is also a handy checklist for you to consider applying to your setting.

Where to find the relevant information?
This link provides sector specific guidance for these industries. Take the time to review the guidance and apply
to your risk assessment. There is also a handy checklist for you to consider applying to your setting.

If there are any additional facilities attached to the guest accommodation for example restaurants, bars, leisure
facilities or retail shops please check that each individual facility is able to reopen under current government
guidelines and refer to the relevant guidance.

Laboratories and research facilities
Offices and Contact Centres
Who does the guidance apply to?
Anybody working in indoor environments such as:
• Offices
• Contact centres
• Operations room
Where to find the relevant information?
This link provides sector specific guidance for these industries. Take the time to review the guidance and apply
to your risk assessment. There is also a handy checklist for you to consider applying to your setting.

Factories, plants and warehouses
Who does the guidance apply to?
Factories, plants and warehouses include industrial environments such as:
• Manufacturing and chemical plants
• Food and other large processing plants
• Warehouses
• Distribution centres
• Port operations
Where to find the relevant information?
This link provides sector specific guidance for these industries. Take the time to review the guidance and apply
to your risk assessment. There is also a handy checklist for you to consider applying to your setting.

Who does the guidance apply to?
This includes indoor research environments such as:
• Engineering centres
• Clean rooms
• Prototyping centres
• Wet labs
• Wind tunnels
• Computer labs
• Simulators
• Material development labs
• Specialist testing rooms
Where to find the relevant information?
This link provides sector specific guidance for these industries. Take the time to review the guidance and apply
to your risk assessment. There is also a handy checklist for you to consider applying to your setting.

Working in other people’s homes
Who does the guidance apply to?
It is acknowledged this is a complex environment due to the varied employment relationships, including the
self-employed, employers and agencies.
This guidance applies to those working in, visiting or delivering to home environments. These include, but are
not limited to, people working in the following areas:
• In home workers – such as repair services, fitters, meter readers, plumbers, cleaners, cooks, visiting
childcare providers, and surveyors (this is not an exhaustive list)
• To home services – such as delivery drivers momentarily at the door
This guidance does not directly apply to live-in nannies who spend all their time with one
household, or to their employers.
Where to find the relevant information?
This link provides sector specific guidance for these industries. Take the time to review the guidance and apply
to your risk assessment. There is also a handy checklist for you to consider applying to your setting.
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Performing Arts
Who does the guidance apply to?
This guidance applies to those who engage in activities in the performing arts including but not limited to
performers (actors, singers, dancers, musicians, other performers), coaches, support workers, choreographers,
costume designers, set builders, accompanists, directors, stage managers and other creative, technical and
operational production team members; and to the premises and venues in which performing arts activities
take place. It applies to training, rehearsal and pre-production activities, and performances which take place
with or without a live audience, wherever these activities occur.
Where to find the relevant information?
This link provides sector specific guidance for these industries. Take the time to review the guidance and apply
to your risk assessment. There is also a handy checklist for you to consider applying to your setting.

Gym & Leisure facilities and grass roots sports
Who does the guidance apply to?
Providers and operators of space enabling the following activities and facilities may reopen if they are ready to
do so and can do so safely, following public health guidance:
• Indoor and outdoor sports courts
• Indoor and outdoor gyms
• Indoor and outdoor swimming and diving pools, including water parks
• Other indoor and outdoor sporting activities (including but not limited to sports fields, rugby, football,
hockey, cricket and other pitches, skate parks, climbing facilities, trampoline parks, boxing halls, ice skating
rinks, horse stables and arenas, bowling lawns, golf courses, and snowsport facilities, watersports and
sporting facilities, track and field facilities)
• Hot tubs, hydrotherapy pools, whirlpools, and jacuzzis
Saunas and steam rooms should stay out of use for the time being as the risk of transmission is unclear.
Where to find the relevant information?
This link provides sector specific guidance for these industries. Take the time to review the guidance and apply
to your risk assessment. There is also a handy checklist for you to consider applying to your setting.

Restaurants, pubs, bars and takeaways
Who does the guidance apply to?
This guidance applies to any food preparation or service setting where food and drink is sold for consumption
at venues or for takeaway or delivery. For example:
• Restaurants
• Pubs
• Bars
• Beer gardens
• Food to go
• Cafes
• Self-contained hospitality accessed from outside a closed venue
• Social and similar clubs operating as bars and restaurants
• Mobile catering and contact catering or similar environments where food and drink is purchased and
consumed at a venue in their indoor or outdoor areas or offered for takeaway or delivery
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This guidance also considers entertainment in restaurants, pubs and bars and similar venues where food or
drink is served, provided they meet current government criteria for safe reopening.
It does not apply to food preparation or food service in clinical or healthcare settings.
Where to find the relevant information?
This link provides sector specific guidance for these industries. Take the time to review the guidance and
apply to your risk assessment. There is also a handy checklist for you to consider applying to your setting
and a template.
*Note: A sign in template is available on page 31 (4.3) for your use to support NHS Test and
Trace service.

Shops and branches
Who does the guidance apply to?
Shops and branches include all retail stores. This includes:
• Food retailers
• Chemists
• Hardware/homeware stores
• Fashion shops
• Charity shops
• Betting shops and high street gambling arcades
• Car dealerships
• Auction houses/Antique stores
• Retail art galleries
• Photography studios
• Gift shops and retail spaces in theatres, museums, libraries, heritage sites and tourism sites
• Mobile phone stores
• Indoor and outdoor markets
• Craft fairs

The Visitor Economy
Who does the guidance apply to?
The visitor economy is much broader than tourism and encompasses all staying and non-staying visitors and
the activities and expenditure involved in supplying products and services for visitors by both the private and
public sectors.
The visitor economy also encompasses a multitude of different working environments, from outdoor paid for
attractions like theme parks to indoor attractions like stately homes or planetariums.
It also includes a variety of activities and events which take place at hotels, convention and exhibition centres
and conference halls and meeting rooms.
This guidance is aimed at business owners, operators and workers in the following areas:
• Hotels and other guest accommodation (including self-catering accommodation, B&Bs, hostels,
camping, holiday homes, caravan parks, boats and other types of accommodation including shortterm letting). This guidance should be read in conjunction with the working safely in hotels and other
accommodation guidance
• Indoor and outdoor attractions (e.g. arcades, walking tours, theme parks, family entertainment centres,
static funfairs, zoos, and aquariums). The events and entertainment guidance may also be useful for
attractions that move around (e.g. travelling funfairs) to be published shortly
• Business events and consumer shows (e.g. events taking place in meetings, conference, convention
and exhibition centres). Exhibition or conference centres must remain closed for events such as exhibitions
or conferences, other than for those who work for the business or organisation who run the venue
Where to find the relevant information?
This link provides sector specific guidance for these industries. Take the time to review the guidance and apply
to your risk assessment. There is also a handy checklist for you to consider applying to your setting.

The guidance applies to those currently open and will help those that are currently closed consider
what their operations need to look like when they are allowed to open.
Branches include:
• Bank branches
• Post offices
• Other open money businesses
Where to find the relevant information?
This link provides sector specific guidance for these industries. Take the time to review the guidance and apply
to your risk assessment. There is also a handy checklist for you to consider applying to your setting.
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SECTION 6

SIGNAGE
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How to use the signage
The signage and posters available in this pack are for use in the workplace to help you demonstrate and
maintain a Covid-secure work environment in line with government guidance. They will also support you to
deliver consistent messaging, and act as a reminder for your workforce.
If you require original PDF’s please contact Lorna.Marshall@knowsleychamber.org.uk who will arrange
for these to be sent to you.
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Coronavirus

Wash your hands with
soap and water more
often for 20 seconds

CORONAVIRUS

HANDWASHING
REMAINS CRITICAL

Keep a safe distance from others (2 metres where possible)
Limit contact with other people
For more ways to stay safe go to gov.uk/coronavirus

1

2

3

Palm to palm

The backs of hands

In between the fingers

4

5

6

The back of the fingers

The thumbs

The tips of the fingers

Use a tissue to turn off the tap.
Dry hands thoroughly.
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