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The coronavirus has presented all of us with unprecedented challenges and the steps taken to contain the spread have forced us 
all to change how we live on a daily basis. There is light at the end of the tunnel, however, and although the lockdown restrictions 
remain in place for now, a phased exit strategy will be implemented by the Scottish Government when it is considered safe to do 
so. In the meantime, while we all adhere to lockdown restrictions, the Revolve team have put together this guidance to enable 
re-use organisations to plan their own phased ‘exit strategy’.
 
As the restrictions are eased, it’s crucial to be prepared and to have considered how your organisation will operate within the 
‘new normal’. The Revolve Team are working closely with the Community Resources Network Scotland and the Charity Retail 
Association to understand the issues faced and issue guidance on what you need to consider before, during and after you reopen 
for business.  

This checklist, alongside the Charity Retail Association’s guidance and supporting documents from Think Visual will help to support 
your planning over the next few months and covers key areas such as health & safety, supporting staff, handling donations, and 
retail considerations. We are also working with Think Visual to develop enhanced retail support including special e-zines, webinars 
and guidance.
 

Please check with the website that you are using the latest version of this and related documents. The situation is subject 
to rapid change and we will update the guidance in line with government announcements. Please be aware that this 
document is constantly subject to change.  This document is intended as a guide as does not overrule any government of H&S 
recommendations. Please check the Scottish government information regularly for the latest updates.

Please check the website regularly for the latest updates.
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Task Info By date By who Status

Phasing

If you have more than one shop, consider whether you will open all in one go once lockdown 
has been lifted, or whether a phased approach would be implemented. In addition, consider 
whether a change of opening hours is required.  For further information see CRA guidance 
section titled Bricks & Mortar - shop and shop-related issues. 

15/5/2020 LM To do

Draft lockdown risk assessment 
(Conducted from your lockdown 
location using the knowledge you 
have of the premises)

Refer to Scottish Government guidelines for further information as this may differ from the 
Gov.UK guidance. https://www.gov.scot/coronavirus-covid-19/ For further information see 
CRA guidance Appendix 1 and section titled Bricks & Mortar - shop and shop-related issues 
and Scottish Government guidelines https://www.gov.scot/publications/coronavirus-covid-
19-retail-sector-guidance/pages/assessing-risk/ 

Include details of what to do if a member of staff or volunteer develops symptoms:  contact 
NHS Inform to book a test: https://www.nhsinform.scot/self-help-guides/self-help-guide-
access-to-testing-for-coronavirus as detailed in the Scottish Government’s Test, Trace, Isolate, 
Support strategy here: https://www.gov.scot/publications/coronavirus-covid-19-test-trace-
isolate-support/ 

Circulate RA to staff and 
volunteers

Contact staff and volunteers and email a copy of your draft risk assessment for their comment 
and input.  

Contact staff and volunteers to 
conduct 1-2-1s

Speak to staff and volunteers regarding the draft risk assessment with focus on how it affects 
them individually, taking into account their personal circumstances. Carry out individual 
risk assessments on staff and volunteers where required. Talking to your staff: https://
www.hse.gov.uk/news/assets/docs/talking-with-your-workers.pdf? Consider how your staff 
and volunteers will travel to and from work. If they use public transport, social distancing 
may mean that their journey is more challenging and will take longer. In addition, Scotrail 
and other public transport providers have stated that the wearing of face masks on public 
transport is ‘expected’. 

Revise RA and issue final draft to 
all

Having considered the risks and consulted with staff and volunteers, revise and finalise your 
risk assessment (seek sign off approval if required). Circulate this to all staff and volunteers.

Devise shop floor plan
(Conducted from your lockdown 
location using the knowledge you 
have of the premises)

Where possible, consider where you can remove stock and/or free-standing units to create 
more space to maintain social distancing in the shop? 
See Revolve’s guidance from Think Visual.

PHASE 1
Planning and preparing for reopening. 
Tasks to do NOW while still in lockdown.
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Task Info By date By who Status

Receiving donations
Plan how you will receive donations while maintaining social distancing measures, based on 
your revised shop floor plan. For further information see CRA guidance section titled Bricks 
& Mortar - shop and shop-related issues. 

Identify donation drop-off and 
quarantine storage

Consider a drop-off point which is away from the shop floor.  Donations should be quarantined 
for 72 hours. Consider storage solutions, both on and off premises.  See CRA guidance section 
titled Bricks & Mortar - shop and shop-related issues. 

Sorting donations

Additional measures will be required to ensure the safety of staff handling, sorting and 
cleaning donations.  A written procedure should be prepared.  For further information see 
CRA guidance section titled Bricks & Mortar - shop and shop-related issues. See Revolve 
Product Safety and Quality Check Procedures and Revolve Cleaning Guidance Document.

Devise system to identify and 
monitor donations to maintain 72 
hour quarantine

A dated system, perhaps using colour coding should be implemented to ensure donations are 
quarantined for the required duration. For further information see CRA guidance section 
titled Bricks & Mortar - shop and shop-related issues. 

Source trades
Consider any physical changes you’ve identified in your floor plan. Do you need shopfitters/
maintenance to move or install fixtures (Perspex till shield, for instance)? Do you need to move 
your till or anything which would require an electrician?

Create a shopping list of supplies 
and place order

Cleaning materials, PPE, signage and fixtures. See suggested list below in Appendix 1.

Source suppliers

See list of suppliers in Appendix 2. CRNS have also listed suppliers in their dropbox folder 
here: https://www.dropbox.com/sh/t25ke06lbdj2ntw/AABnCaBa5dGupvZNADjJosD3a/PPE%20
Info?dl=0&preview=PPE+Suppliers+Update+(28th+May).pdf&subfolder_nav_tracking=1 
Password: Reuse2020! 

Contact staff

Consider staff availability for opening/staff training planned ahead of opening/virtual meetings 
to involve key members of staff in preparations. List the jobs to be done prior to opening, such 
as moving stock, installing signage, moving equipment, cleaning etc. See Scottish Government 
guidance here: https://www.gov.scot/publications/coronavirus-covid-19-retail-sector-
guidance/pages/training-and-compliance/. Online training is available for staff and volunteers 
here: https://www.protrainings.uk/en/courses/569-coronavirus-covid-19

PHASE 1
Planning and preparing for reopening. 
Tasks to do NOW while still in lockdown.
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Timing

Once lockdown restrictions are lifted, you’ll need to decide and plan your reopening date. 
Take into account how long it will take you to complete the tasks such as cleaning, installing 
signage, moving stock, fixtures and fitting and installing signage. For further information see 
CRA guidance section titled Bricks & Mortar - shop and shop-related issues. 

Staff rota

Compose a staff rota for pre-opening operations and the new normal opening. Take into 
account availability, floor plan, social distancing, and additional roles such as queue 
management and on-going continuous cleaning. Factor in training time pre-opening for risk 
management, customer service, PPE and new tasks and roles. Consider staff and volunteer’s 
individual support needs in this unfamiliar environment and allocate roles appropriately. 
Scottish Government guidance here: https://www.gov.scot/publications/coronavirus-covid-19-
retail-sector-guidance/pages/workforce-planning/

Driver collection and delivery

Prepare new written procedures for delivery and collection which will need to be implemented.  
For further information see CRA guidance section titled Bricks & Mortar - shop and shop-
related issues. 
Vehicles: https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/vehicles?
Delivering to other people’s homes: https://www.gov.uk/guidance/working-safely-during-
coronavirus-covid-19/homes?  Deliveries and distribution: https://www.gov.scot/publications/
coronavirus-covid-19-retail-sector-guidance/pages/deliveries-and-distribution/ 

Staff training

Identify staff training needs and research and prepare training information and materials.  
Ensure training is allocated to staff files and identified as mandatory training to be completed 
prior to opening. Record once training is completed. Training should include highlighting risks 
identified by your risk assessment; customer interaction/what to say (consider providing staff 
with scripted Q&A etc); PPE – what is required and how to use and properly remove it; social 
distancing and queue management; and cleaning regime. Information on how to properly 
remove gloves can be found here: https://www.hse.gov.uk/skin/posters/glovesingleuse.pdf 
Online training is available for staff and volunteers here: https://www.protrainings.uk/en/
courses/569-coronavirus-covid-19 

Operations

You may have diverted operations during lockdown to other areas such as foodbanks and 
emergency starter packs. Once lockdown restrictions have been lifted, it’s likely that demand 
for these services will not decline. Consider the potential impact and solutions for your retail 
operation in these circumstances.

PHASE 1
Planning and preparing for reopening. 
Tasks to do NOW while still in lockdown.
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Customer base

It’s likely that a large percentage of your customer base belong to the groups classed as 
vulnerable under Covid-19 guidance, such as those aged over 70 and those with underlying 
health issues who have been referred to by the NHS as the ‘shielded’ group. Government 
guidelines are likely to recommend staying at home for these groups for some time after 
lockdown restrictions have been eased. Consider the impact on your sales and donations and 
possible solutions. 

Diversification
It’s likely that due to the measures put in place there will be a significant impact on your sales 
income. Consider diversification options such as E-Commerce. For further information see 
CRA guidance section titled Operational and marketing. 

Create a cleaning rota Include all areas, tasks and timings. See example in Appendix 3.

PHASE 1
Planning and preparing for reopening. 
Tasks to do NOW while still in lockdown.
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PHASE 2

Task Info By date By who Status

Re-engaging with staff and 
volunteers

Once you have a reopening date, contact staff and volunteers to advise. There are several 
considerations including returning from furlough, team catch ups and communication. For 
further information see CRA guidance section titled People.  See Revolve HR check sheet 
Appendix 4.

Rental and landlords
Contact your landlord to advise the date that you will reoccupy the premises. For further 
information see CRA guidance section titled Bricks & Mortar - shop and shop-related 
issues. 

Contractors
Contact contractors to book services such as shopfitting, maintenance tasks, electrician, 
plumber etc.

Rag/books
Contact your textile recycler/book collector etc to advise your reopening date. For further 
information see CRA guidance section titled Bricks & Mortar - shop and shop-related 
issues. 

Store visit systems check
Checks will be required for safety and functionality to allow you to prepare for reopening such 
as H&S checks, electrical and electronic. For further information see CRA guidance section 
titled Bricks & Mortar - shop and shop-related issues. 

Revise risk assessment
Now that you’re on the premises, review the risk assessment you created in lockdown to 
highlight new risks not previously identified remotely.

Fly tipping

With shops being closed, some shops have experienced donations being left outside by 
customers. For further information see CRA guidance section titled Bricks & Mortar - shop 
and shop-related issues. You can also report fly tipping here: https://www.zerowastescotland.
org.uk/DumbDumpers

Cleaning and clearing of back of 
house areas 

Clean the back of house areas, especially kitchen and toilet areas which will be used by staff 
and volunteers during the pre-opening preparations. Ensure handwash and paper towels are 
provided and remove any re-useable towels.

Donations quarantine Set up the quarantine area you identified in your floor plan.

Key shopfloor work moves
Work from your risk assessment and floorplan to remove all non-essential equipment and 
stock to free up space for social distancing measures to be implemented. Remove excess free-
standing units from the centre floor area.

Planning and preparing BEFORE reopening. 
Tasks to do pre-opening once Government advice on easing restrictions are announced.
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Task Info By date By who Status

Till point, entrance/exit areas and 
changing rooms Adjust/implement measures to allow social distancing.

Implement donations drop-off 
point

Donations drop-off zone implemented in windows/near entrance where possible. Use paint or 
graphics on glass to highlight donations drop-off point.

Housekeeping Thoroughly clean the front shop.

Signage

Display coronavirus signage front of house for customers and back of house for staff. 
Reopening info should be displayed for customers. Use your Revolve certification to assure 
customers that you work to the highest safety and quality standards and display your Revolve 
branding and materials.  You can download free posters to display here: https://www.morplan.
com/gb_en/products/ppe#free-ppe-poster  https://www.acs.org.uk/covid-19-coronavirus-
posters-retailers

Conduct staff training                                                                                                                                         
                                 

Training should include highlighting risks identified by your risk assessment; customer 
interaction/what to say (consider providing staff with scripted Q&A etc); PPE – what is 
required and how to use and properly remove it; social distancing and queue management; 
and cleaning regime. In addition, you may be faced with an influx of donations as people 
clear out during lockdown. Consider staff training on how to refuse donations in a positive 
manner. Also consider other general refresher training for any staff who may need it. The NHS 
video on correct handwashing technique can be found here: https://www.nhs.uk/live-well/
healthy-body/best-way-to-wash-your-hands/. Scottish Government guidance here: https://
www.gov.scot/publications/coronavirus-covid-19-retail-sector-guidance/pages/training-and-
compliance/  Information on correct use and removal of disposable gloves can be found here:
https://www.hse.gov.uk/skin/posters/glovesingleuse.pdf and here: https://www.protrainings.
uk/en/courses/569-coronavirus-covid-19 

Marketing

People will need to know about your reopening. Consider effective ways to communicate 
with your customers via your website, social media, posters etc. Contact Revolve to advise 
your reopening date and any changes to opening times to update your details on the Revolve 
website. The Revolve team are working with Multiply to develop national marketing messages 
to give people confidence in second hand goods in Revolve stores. For further information 
see CRA guidance section titled Operational and marketing. Scottish Government guidance 
for customers here: https://www.gov.scot/publications/coronavirus-covid-19-guidance-for-
consumers/

Planning and preparing BEFORE reopening. 
Tasks to do pre-opening once Government advice on easing restrictions are announced.
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PHASE 3

Task Info By date By who Status

Stock review
Consider refining stock package to suit demand. Ensure shopfloor stock is seasonally 
appropriate. 

Sales review Record sales and monitor space performance. 

Donations review
You’ll need to maintain a steady stream of donations where quality is prioritised over quantity. 
Consider providing customer information on what you can and can’t accept.  

Visual Merchandising review Increase densities on wall areas/limit display dressings.

Risk review
Review your risk assessments again, now that you’re up and running, to highlight any risks not 
previously identified.

Processes/procedures review Review procedures to ensure they are effective and relevant.

Marketing/communication review Review the effectiveness of any marketing and communication.

Operational review
What is the current level of demand for services such as starter packs and emergency food 
packages and what is the ongoing impact of diverted resources on your retail operations?

Diversification What new things have you tried? What has worked and what hasn’t?

Now you're Open. 
Tasks to do after you open once lockdown restrictions are eased.

http://www.zerowastescotland.org.uk/revolve
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Appendices

Product Info Quantity Price Total Date 
Ordered By Who

Liquid soap
Increased hand washing and cleaning will use more hand soap and washing 
up liquid etc. Ensure you have enough in stock and monitor levels so that you 
don’t run out at any time.

Paper towels
If you currently have a fabric towel in the staff toilets or kitchen areas, you will 
need to remove these immediately when you’re back on the premises and 
replace with single-use disposable paper towels for drying hands. 

Centrefeed rolls
Disposable paper used with cleaning solution or wipes should be used instead 
of multi-use cloths or sponges as part of your cleaning and disinfecting routine 
in all areas to prevent cross-contamination.

Disinfectant
A concentrated disinfectant which can be diluted for use in a spray bottle is 
both cost effective and an efficient sanitiser. (Remember to download COSHH 
information and to label your spray bottle).

Multi-purpose cleaner
A concentrated multi-purpose cleaner which can be diluted in spray bottle for 
general cleaning.  (Remember to download COSHH information and to label 
your spray bottle).

Bin bags
To control infection, disposable, single use products and wipes are needed. 
Unfortunately, this in turn creates a lot of waste.  Ensure you have enough bins 
and bin bags to dispose of this safely.  

Face masks

See Scottish Government current guidance on facemasks.  Ensure staff are 
trained on the safe use and donning and doffing of PPE. (How to correctly 
doff (remove) PPE in order to prevent contamination). A record of this 
training should be retained. Online info here https://www.youtube.com/
watch?v=oUo5O1JmLH0 

Appendix 1
List of items to purchase
As far as possible, choose products made by environmentally conscious brands, such as Bio-D, Ecover, and Method. Look at the ingredients of the products you’re using, 
avoiding phosphates, synthetic fragrances, dyes, and chlorine. Look for words like ‘biodegradable’, ‘ECO-certified’, and ‘plant-based’. Look at the packaging of your products 
too. Are they entirely recyclable or biodegradable? Is there a refill scheme you could use to reuse your packaging rather than chucking it away and buying a new bottle when 
you run out of washing up liquid? Are your paper products made from recycled materials? Choose concentrated products that mean you use less of them. Reduce what 
you’re using and reuse where you can to make your cleaning a little more environmentally friendly.
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Disposable gloves

Single use, disposable plastic gloves will be required when handling donations. 
Staff should wash their hands before putting on gloves, and immediately after 
they are removed.  Gloves which are removed must be disposed of and not re-
used. Be careful to avoid touching your face while wearing gloves. Ensure staff 
are trained on the safe use and donning and doffing of PPE. (How to correctly 
doff (remove) PPE in order to prevent contamination). A record of this training 
should be retained. Online info here
https://www.youtube.com/watch?v=oUo5O1JmLH0

Floor marking tape
You’ll be required to measure two metre spacings throughout your shop and 
mark it to indicate the social distance required when shopping. (Make sure 
you’ve got a tape measure in the shop to be able to do this).

Customer signage

Decide what is needed and place an order now. Many signage companies will 
have an overwhelming demand and a long lead-in time so orders should be 
placed as soon as possible.  Also check online for free downloadable posters 
such as these:
https://www.acs.org.uk/covid-19-coronavirus-posters-retailers
https://www.morplan.com/gb_en/products/ppe#free-ppe-poster

Staff area signage

This can be created in-house and printed or downloaded online. (See below for 
suggested downloadable posters etc)
https://www.hse.ie/eng/services/news/newsfeatures/covid19-updates/partner-
resources/
https://www.hse.gov.uk/skin/posters/glovesingleuse.pdf

Perspex till shield
Decide if this is needed and place an order now. Suppliers may be experiencing 
high demand with long lead-in times so orders should be placed as soon as 
possible.

Appendix 1
List of items to purchase
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Appendices

Product Supplier Contact Details

PPE Morplan https://www.morplan.com/gb_en/products/ppe

Customer Signage
Morplan

ACS

https://www.morplan.com/gb_en/products/ppe#free-ppe-poster

https://www.acs.org.uk/covid-19-coronavirus-posters-retailers

Staff area H&S 
signage

HSE

NHS Scotland

https://www.hse.gov.uk/resources/index.htm

https://www.nhsggc.org.uk/your-health/health-issues/covid-19-coronavirus/for-nhsggc-
staff/resources-posters-and-communications-toolkit/#

Fixtures and fittings 
(A boards, Perspex 
screens etc)

Morplan https://www.morplan.com/gb_en/products/point-of-sale/a-boards-swing-signs/a-boards

Appendix 2
List of Suppliers

An additional suppliers list can be found on the CRNS Shared Member Drive: https://www.dropbox.com/sh/t25ke06lbdj2ntw/
AABnCaBa5dGupvZNADjJosD3a/PPE%20Info?dl=0&subfolder_nav_tracking=1  Password:  Reuse2020!
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https://www.hse.gov.uk/resources/index.htm
https://www.nhsggc.org.uk/your-health/health-issues/covid-19-coronavirus/for-nhsggc-staff/resources-
https://www.nhsggc.org.uk/your-health/health-issues/covid-19-coronavirus/for-nhsggc-staff/resources-
https://www.morplan.com/gb_en/products/point-of-sale/a-boards-swing-signs/a-boards
https://www.dropbox.com/sh/t25ke06lbdj2ntw/AABnCaBa5dGupvZNADjJosD3a/PPE%20Info?dl=0&subfolder_nav_tracking=1
https://www.dropbox.com/sh/t25ke06lbdj2ntw/AABnCaBa5dGupvZNADjJosD3a/PPE%20Info?dl=0&subfolder_nav_tracking=1
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Why cleaning is more important than ever
Current guidance from NHS Inform estimates that COVID-19 can survive on inanimate objects for up to 5 days at temperatures of 22 to 25°C and relative humidity of 40 to 
50% (which is typical of air-conditioned indoor environments). However, this does depend on the type of surface with studies showing COVID-19 can last up to 72 hours on 
plastic, 48 hours on stainless steel, 8 hours on copper, and 24 hours on cardboard. Cleanliness has always been one of the priorities for Revolve organisations, but it’s even 
more critical now, as we all aim to reduce the spread of infection. That’s why it’s essential to clean and disinfect frequently touched surfaces often and to ensure donations 
are quarantined for 72 hours before being thoroughly cleaned and prepared for sale.

The difference between disinfecting and cleaning
When it comes to preventing the spread of germs, it helps to understand the difference between cleaning and disinfecting. Cleaning is the act of removing germs, dirt, and 
impurities (like when you use a soapy sponge to wipe off a visibly dirty counter or stovetop). Disinfecting is when you use chemicals to kill germs (like spraying with bleach or 
other disinfecting solution). 

Follow these cleaning guidelines 
Here are some guidelines to follow when cleaning:

1. Wear protective gear while you clean. Personal protective items like disposable gloves, aprons, and facial masks can provide additional protection. Make sure to 
wash your hands immediately after removing gloves. https://www.hse.gov.uk/skin/posters/glovesingleuse.pdf

2. Ventilate rooms before you clean. Open outside doors and windows to increase air circulation in the space before beginning to clean and disinfect. NB Internal fire 
doors should not be wedged open.

3. Cleaning Aids. Cloths and mops must be germs free of they’ll spread germs to other surfaces.  Use disposable cloths, wipes and paper towels. Mops and buckets 
should be cleaned and dried after use. Clean washing-up brushes in a dishwasher or clean with detergent and warm water after each use.  

4. Wash your hands thoroughly before and after each cleaning. Use soap and water, and wash for at least 20 seconds. If that’s not possible, use a hand sanitizer with 
at least 60% alcohol. https://www.nhs.uk/live-well/healthy-body/best-way-to-wash-your-hands/

5. Avoid touching your face while cleaning. To prevent the spread of germs, do not touch your face, nose or eyes with your gloves or unwashed hands. 

http://www.zerowastescotland.org.uk/revolve
https://www.hse.gov.uk/skin/posters/glovesingleuse.pdf
https://www.nhs.uk/live-well/healthy-body/best-way-to-wash-your-hands/
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Use the right disinfectant
Most common household disinfectant solutions are effective against the coronavirus however, check the manufacturer’s product information as a safeguard. Follow 
manufacturer’s instructions for dilution, application and contact times for all detergents and disinfectants. Cleaning first, then disinfecting, can lower the risk of infection. 
Alternatively, you can use a pre-mixed combined detergent disinfectant solution. Avoid mixing different cleaning solutions yourself, and never mix household bleach with 
ammonia or any other cleaning solution that can release toxic gases that are dangerous to inhale. 

Pay special attention to cleaning frequently touched surfaces, such as light switches, door handles, taps, toilet flush, till, card machine and cash desk. Make sure you dry 
surfaces with paper towels thoroughly after cleaning.  Dampness helps any remaining germs to survive and multiply if there’s enough water. Avoid creating splashes and 
spray when cleaning. 

Donations
Remember to wear gloves and a face mask and take care to avoid shaking clothing or textiles, which could increase the spread of germs. Clean and disinfect anything 
used for transporting donations with your usual products.

1. Quarantine all donated stock for 72 hours. Implement a date/colour coding system to indicate when the donated stock was donated and will be ready for 
processing.

2. Hard or non-porous surfaces. Clean, then disinfect. Including bric-a-brac, toys, furniture, pictures, shoes, handbags etc. Use detergent or soap and water to remove 
dirt, grease and dust. Once the surface is clean, spray with a disinfectant. Let it stand for a few minutes, then wipe using paper towels or disposable wipes. 

3. Clothing. If possible, machine-wash all donated clothing at the highest heat setting recommended by the manufacturer or steam clean. Steam cleaning is 
effective against germs on clothing, textiles and furnishings.

4. Sofas, rugs, textiles, soft toys and other soft, porous surfaces. Carefully remove any visible dirt or grime, then clean with the appropriate cleaners indicated for use 
on these surfaces. If possible, machine-wash items according to the manufacturer’s instructions, or steam clean.

5. Linens and textiles.  If possible, machine-wash at the highest heat setting recommended by the manufacturer, or steam clean. That includes bed sheets, duvet 
covers, curtains, cushion covers etc. 

http://www.zerowastescotland.org.uk/revolve
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General Cleaning
1. Clean and disinfect storage bins and containers. If possible, consider using a disposable liner.

2.  Empty the vacuum cleaner after every cleaning. You should wipe down the vacuum cleaner with disinfectant, along with other appliances and equipment in your 
staff areas such as your dishwasher and washing machine, kettle, toaster, microwave.

3. Delivery vehicles. Vehicles should be cleaned regularly using gloves and standard cleaning products. Consider cleaning the interior and touch points of vehicles and 
provide delivery staff with appropriate PPE, wipes, hand sanitiser and maybe even a temporary hand wash station to include a flask of water, soap, a bowl, paper 
towels and a bag for waste.

4. Line bins. Placing bags into bins will make it easier to dispose of tissues and other waste.

5. Dispose of your cleaning supplies. You’ll be using a larger than normal amount of paper towels, disinfectant wipes, and other disposable cleaning supplies. Make 
sure you empty bins regularly and at the end of the working day. 

6. Safely remove any cleaning gear. When you’re done cleaning, immediately remove any PPE such as aprons, gloves, or masks (in the correct order) and dispose of 
them accordingly. Remember to wash your hands for at least 20 seconds afterwards.  

 https://www.hse.gov.uk/skin/posters/glovesingleuse.pdf
 https://www.nhs.uk/live-well/healthy-body/best-way-to-wash-your-hands/

7. Stock up. Ensure you’re well stocked with
 •  Cleaning solution
 •  Disinfectant solution
 •  Liquid soap
 •  Paper towels
 •  Disposable antibacterial wipes
 •  Hand sanitiser
 •  Toilet roll

You should encourage staff and volunteers to clean up after themselves by making disinfectants and other cleaning supplies available for them in staff areas.

http://www.zerowastescotland.org.uk/revolve
https://www.hse.gov.uk/skin/posters/glovesingleuse.pdf
https://www.nhs.uk/live-well/healthy-body/best-way-to-wash-your-hands/
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Helping customers protect themselves
Like you, many customers will want to take extra steps to reduce their risk of infection. You can help by managing social distancing in your shop and providing hand sanitiser 
stations if possible. Customer safety information should be clearly displayed.

Telling customers about your enhanced cleaning routine
Customers will want to know of the additional steps you’re taking to reduce the spread of infection, so it’s a good idea to mention your enhanced cleaning routine.  Brief 
staff so that they can answer questions when asked (consider creating a script or an FAQ sheet). Use your Revolve certification to reassure customers that you operate to the 
highest standards of safety and quality and display Revolve tent cards in your shop. Revolve is currently designing posters for this purpose but as a temporary measure, we 
have created an example of a poster you may wish to display. 

Update your website and use social media to post positive messages about your cleaning regime. However, be careful of the words you use. While it’s okay to say that you’re 
taking extra care to disinfect your space due to COVID-19, you can’t make unsubstantiated claims, like calling your space “COVID-free.”  

We hope you find these cleaning guidelines useful as you navigate hosting during this difficult time. For the most up-to-date guidance, please visit https://www.gov.scot/
news/workplace-advice-contained-in-new-coronavirus-guidance/

Checklist of items to clean and disinfect

General Monday Tuesday Wednesday Thursday Friday Saturday

Door handles

All surfaces

Cash desk

Keyboard

Till

Card machine

Telephones

Hard-surface floors

Light switches

http://www.zerowastescotland.org.uk/revolve
https://www.gov.scot/news/workplace-advice-contained-in-new-coronavirus-guidance/
https://www.gov.scot/news/workplace-advice-contained-in-new-coronavirus-guidance/
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General Monday Tuesday Wednesday Thursday Friday Saturday

Remote controls

Thermostats

Keys

Stair handrails

Waste and recycling bins

Hangers
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Appendix 3
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Checklist of items to clean and disinfect

Kitchen Monday Tuesday Wednesday Thursday Friday Saturday

Replace dishtowel with paper disposables

Sinks

Cabinet handles and pulls

Appliances: toaster, kettle, microwave

Condiments: salt and pepper shakers, tea and 
coffee containers and all commonly used 
containers, etc.

Kitchenware that isn’t dishwasher safe: ceramic 
bowls, kids’ plasticware, etc.

Hard-backed chairs

http://www.zerowastescotland.org.uk/revolve
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Bathroom Monday Tuesday Wednesday Thursday Friday Saturday

Sinks

Toilets

Toilet flush handles

Replace towel with paper disposables
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Checklist of items to clean and disinfect

Cleaning appliances: Monday Tuesday Wednesday Thursday Friday Saturday

Dishwashers

Vacuum cleaners

Washer/dryer units

http://www.zerowastescotland.org.uk/revolve
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Task By Who By When Status

Organise national minimum wage increase for furloughed staff

Create recall from furlough schedule

Produce letters and send out

Inform staff and volunteers of shop’s opening date and opening times

Identify staff and volunteers who require extra support and implement a plan

Confirm which staff/volunteers are returning to work and which are not

Plan course of action for no returners

Consider policy on staff unable to return due to childcare or other dependants

Appendices
Appendix 4
HR Checklist for small organisations

http://www.zerowastescotland.org.uk/revolve

