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Shop Risk Assessment

Department/Area: School Department

Some can, others cannot

Schoolwear manager is able to work from home. Equipment to be 

provided - laptop, desk phone, stationary, printer, chair (see 

Appendix A).

Shop assistants and online order/despatch support cannot work 

from home. When the shop opens we will need staff to work in 

the shop on site. We will also need staff to pick, pack and 

despatch online orders, process returns and keep the stock room 

up to date, all on site.

Guidelines for the reopening of the shop are explained below. We 

anticipate most people will order online which will reduce the 

amount of traffic in the shop, however, this will require more staff 

to work in online orders and despatch. At present we would 

suggest 1/2 people in this role.

The shop will require one member of staff working behind the till 

and one member of staff on the door advising customers. We 

suggest a further member of staff working in the stock room, who 

can move stock between production, despatch, the stock room 

and the shop.

We will schedule a weekly catch up for each staff member 

working from home with their direct manager (see Appendix B). 

The use of Microsoft teams will also help keep the team in touch 

with one another.

Activity/Task Can People keep 2m 

apart when doing this?

If Yes, please list workplace changes & guidelines staff must 

adhere to & what further training, if any, will be given.

If No, please list this task under the next section.

Customer telephone calls Yes All calls should be made from a designated workstation, either in 

the main office by the schoolwear manager or someone she has 

allocated to the desk, or from, behind the till by the staff member 

who is in that role.

Picking online orders or 

stock for the shop

Yes One member of staff will be responsible for managing the stock 

room including picking stock for shop orders/replenishing stock 

and picking stock for online orders and despatch. This person will 

liaise with their colleagues in the shop and in despatch, who will 

leave lists of items they require.

Managing Risk: Businesses should make every reasonable effort to enable working from home as a first option.

Can staff in this department work from home? 

If the answer is Yes please list all actions that need to 

be taken to implement this, including the provision of 

equipment

If the answer is No or there are exceptions please 

explain in detail and plan for the minimum number of 

people to be on site

Managing Risk: Where working from home is not possible, businesses should make every reasonable effort to comply 

with the social distancing guidelines set out by the Government (keeping people 2m apart wherever possible)

How will we keep in touch with off-site workers on 

their working arrangements including their welfare, 

mental and physical health and personal security
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Packing & despatching 

online orders

Yes One or two members of staff will be responsible for packing and 

despatching online orders at the school packing table; one 

working either side. As we move into the busier months an 

evening shift will be implemented as required.

Checking off supplier 

orders

Yes The same members of staff doing the packing and despatching will 

be checking off supplier orders as this covers the same area in the 

warehouse.

Re-stocking the stock 

room

Yes The same member of staff doing the stock picking for the shop 

and online orders will be doing this so only one person is in the 

stock room.

Serving customers in the 

shop (behind the counter)

No see below

Assisting customers in the 

shop

No see below

Managing customer 

numbers in the shop

Yes This staff members role will be to ensure only 3 customers (parent 

and child, max two per visit) are in the shop at any one time and 

to instruct the next customer when they can enter. They will be 

positioned outside of the shop and liaise with the staff member 

working behind the counter.

Activity/Task:

Further details on how this will be implemented

Provide a hand sanitiser unit and cleaning wipes behind the 

counter. Educate staff on the importance of doing both regularly.

Limiting discussions where possible with customers.

Installing a clear screen on the counter between the member of 

staff and the customer.

n/a

n/a for customers, but staff will be placed on a rota where they 

work with the same colleagues wherever possible and are kept in 

the same role (see Appendix C).

Activity/Task:

Further details on how this will be implemented

Install a hand sanitiser unit in the shop as well as a hand sanitiser 

unit and cleaning wipes behind the counter. Educate staff on the 

importance of doing both regularly.

Mitigating Action

Increasing the frequency of hand washing & surface 

cleaning

Increasing the frequency of hand washing & surface 

cleaning

Keeping the activity time involved as short as possible

Using screens or barriers to separate people from 

each other

Using back-to-back or side-to-side working (rather 

than face-to-face) whenever possible

Assisting customers in the shop

Reducing the number of people each person has 

contact with by using 'fixed teams'

Mitigating Action

Serving customers in the shop (behind the counter)

Managing Risk: Where social distancing guidelines can not be followed in full, businesses should consider whether 

that activity needs to continue for the business to operate, and if so, take all the mitigating actions possible to reduce 

the risk of transmission between their staff and customers
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Shop staff will not be expected to assist customers in the same 

way they have done in previous years; they will not be required to 

stand close to the customer and help select items. Customers will 

be reminded that this is now the case and shop staff supported at 

all times by their manager.

Installing a clear screen on the counter between the member of 

staff and the customer.

n/a

n/a for customers, but staff will be placed on a rota where they 

work with the same colleagues wherever possible and are kept in 

the same role  (see Appendix C).

No

n/a

n/a

Yes

Working within the shop. Alternatives of working in the stock 

room or warehouse would be preferable.

Steps to take action

Staff will be placed on a rota where they work with the same 

colleagues wherever possible and are kept in the same role  (see 

Appendix C).

Fixed roles will be allocated to reduce movement within this 

department. Roles will include working behind the till, working in 

the stock room, working in the warehouse and working outside of 

the shop managing the flow of customers.

Floor tape and markings will be placed throughout the premises 

including the shop.

Keeping the activity time involved as short as possible

Using screens or barriers to separate people from 

each other

Using back-to-back or side-to-side working (rather 

than face-to-face) whenever possible

Reducing the number of people each person has 

contact with by using 'fixed teams'

Are staff required to work face-to-face for a sustained 

period of time with more than a small group?

If Yes, what is this activity and what are the safer 

alternatives to it going ahead?

What alternative has been selected at this time?

Managing Risk: Businesses should take particular regard to whether people carrying out this departments work are 

vulnerable to Covid-19

Are there tasks/activities within this department that, 

even after all possible adjustments are made, could 

be of risk to vulnerable individuals?

If Yes, what is the task/activity and are there any 

alternatives for those individuals?

Managing Risk: Machines, equipment and work stations

Action to be taken

Reducing job and equipment rotation

Review layout and processes to allow people to work 

further apart from each other

Use floor tape to marks areas to help workers keep to 

a 2m distance

Managing Risk: If people must work face-to-face for a sustained period with more than a small group, businesses 

should assess whether the activity can safely go ahead
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A screen will be used on the counter. 

The warehouse team and shop teams will be kept consistent.

Staff will be placed on a rota where they are kept in the same role. 

Cleaning facilities are provided - see the General Risk Assessment.

Steps to take action

1. Shop staff should keep social distancing at all times, which 

means their normal customer interactions will be limited and they 

will need to assist from either behind the counter screen or at a 

2m distance (floor markings will be used in the shop)

2. At any one time one staff member should be in charge of 

making sure the number of customers in the shop is no more than 

3 (3 pairs if accompanied by a child). They will need to notify 

customers waiting when they can come into the shop.

3. Creating social distancing champions to demonstrate social 

distancing guidelines to customers if required.

4. Create an area for customers to wait outside using markings 

and signage to say they will be called in when ready.

5. Promote and encourage the use of online ordering and extend 

the returns policy to 90 days.

6. Where visits to the shop are essential they should be restricted 

to a single adult with each child; no siblings or additional family 

members or friends will be allowed in the shop.

7. If the shop becomes too busy and potentially unsafe these 

guidelines need to be reviewed by implementing visits by 

appointment only and/or restricting visits to new starters only 

(https://www.appointlet.com/)

8. Close changing rooms so they cannot be used.

9. Encourage customers to use hand sanitiser as they enter the 

shop.

10. Encourage customers to avoid handling products whilst 

browsing.

11. Ask customers to wear face covers/masks in the shop.

12. Reminding customers that the child they are accompanying is 

their responsibility to supervise at all times and they should follow 

social distancing guidelines.

All points need to be clearly advertised on the website, through 

email marketing and in/outside the shop.

Black and yellow tape will be used within the shop.

Wait here floor stickers will be used by the till and outside.

Review layout and processes to allow employees and 

customers to maintain social distancing & hygiene 

practices

If it is not possible to work 2m apart work facing away 

from each other, use screens and/or keep consistent 

pairings

Use floor tape to mark areas to help people keep to a 

2m distance

Avoiding use of hot desks and spaces, and if not 

possible cleaning workstations and equipment 

between different occupants

Managing Risk: Serving and Assisting Customers

Action to be taken



5 of 8 Corporate Wear Ltd - Covid-19 Schoolwear Risk Assesment 10/6/2020

Install a screen on the till counter.

Encourage contactless payments; cash will not be allowed. Chip 

and pin card payments will be accepted for payments over £45. 

Refunds will also only be contactless where possible.

This needs to be clearly advertised on the website, through email 

marketing and in the shop.

Individually wrapped wipes provided if pin is required.

1. Extend returns period for online orders to 90 days.

2. Create a ‘no contact’ return box where customers

place returned items.

3. At the end of each day empty the returns box and use fabric 

disinfectant spray on the items. These items should be stored in a 

changing room overnight and the following day returned to stock. 

Disposable gloves should be worn by the staff member when 

doing this.

5. Add size guides online for specific products.

Steps to take action

Currently pop up shops are on hold however we are reviewing the 

guidelines and working with schools to decide if we can carry 

these out. A full risk assessment will be carried out once a decision 

has been made and will likely include but not limited to:

1. Holding full day pop up shops at schools with strict 

appointments to allow enough time for all students and reduce 

congestion.

2. Hold pop up shops outside where possible. If indoors use a well 

ventilated room where there can be a separate entrance and exit.

3. Use floor markings and A-frames to explain procedures to 

customers and maintain social distancing.

4. Take hand sanitisers and cleaning products.

5. Set up multiple counters and install screens.

6. Ensure processes such as contactless payments, no cash, limit 

browsing and limiting the number of people accompanying 

students are implemented in the same way as they are in the 

shop.

To discuss any questions, concerns or suggestions please speak to either Tim Hines your employee

representative or Victoria Morgan.

Please note the risk assessment will be reviewed as and when any changes in Government policy

or business operations occur.

Use contactless payment

Review layout and processes of pop-up shops

Managing Risk: Holding Pop-up Shops at Schools

Action to be taken

Reviewing returns process

Use a screen at the till area
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Working from Home Checklist

Equipment Name Name Name

Laptop

Desk Phone

Printer

Chair

Stationary

Staff Member
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Working from Home Contact

Staff Member With Day Time

Weekly Contact Arranged
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Staff Job Role Rota

Monday Tuesday Wednesday Thursday Friday
Despatch/ 

Warehouse 1
Despatch/ 

Warehouse 2

Shop Counter

Shop Floor/Door

Stock Room


