
COVID-19 BUSINESS CHECKLIST
Solihull BID continues to work hard to support our businesses and town centre in these testing times.

Please find some important tasks below for every business to check they have completed.

• Review any future orders you have 
with suppliers and cancel where 
appropriate.

• Call your insurance company to let 
them know the business is going to 
be empty for a long time and check 
policy wording. Possibly increase 
time vacant to 60/90 days.

• Try and make sure your monthly 
minimum charges for the use of 
card machines are stopped. Call and 
ask your provider if they can reduce 
this or ideally pause payments.

• If your business premises are no 
longer open, make sure all lights and 
heating (other than frost control) 
are turned off or if on a timer 
setting, review it.

• Make sure your water is turned 
off and contact your water utilities 
provider to see  can be obtained on 
return waste and any other charges.

• Call/email waste collections to stop 
collections until you reopen.

• Contact your business’ telephone/
internet provider and explain the 
business is in severe difficulties 
and ask how they can help. You 
may be able to forward calls to 
an alternative number or mobile 
depending on your phone system.

• Contact the DVLA and SORN your 
business vehicle if this is not being 
used to obtain tax back. You need to 
take a judgement call based on your 
situation and how long you think the 
crisis may last.

• Check all of your standing orders 
and direct debits. There may be 
monthly payments from items not 
on this list.

• Advise your alarm company that 
your building is now empty (if it is). 
It will do no harm to ask if they are 
offering anything to help businesses 
that are closed.

• Empty cash tills and leave drawers 
open. Empty your safe and leave 
door open, assuming only cash 
is held. High value items may be 
removed from windows in high risk 
locations.

IMPORTANT TASKS NOT TO FORGET

• Keep up to date with Government 
and public health advice: This is a 
very fast-moving issue. Employers 
should keep up to date daily with 
the situation as it develops, and 
refer employees who are concerned 
about infection, using official and 
expert medical sources such as GOV.
UK, the National Health Service and 
NHS 111 online coronavirus service. 
Government information is being 
updated daily. 

BE INFORMED AND PREPARED
• Regularly review your contingency 

plan: By now every organisation 
should have assessed its own level 
of exposure to business disruption 
caused by the virus. The plan 
should take account of current and 
potential impacts and manage the 
specific business risks associated 
with the disruption, including 
service delivery and workforce 
issues. Communicate the plan to 
key teams and individuals across 
the business. You should have a 
contingency team in place to take 
responsibility for operating the 
contingency plan. This team should 
regularly review the preparations to 
ensure they are still fit for purpose.

• Maximise the use of technology 
to facilitate remote contact, for 
example, video conferencing to 
facilitate remote meetings, a great 
platform to use is www.zoom.us/ 
For customer-facing organisations, 
consider introducing or maximising 
the use of self-service options 
and online services. Issue staff 
with laptops and IT support so 
they can work remotely wherever 
possible. Support their health and 
safety, for example by carrying 
out risk assessments using self-
completion questionnaires. A great 
platform to use for surveys is www.
surveymonkey.co.uk/
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• Reassure employees if they have 
concerns and keep them well 
informed about your organisation’s 
policies and contingency plans.

• Promote the resources you have 
available to support people’s health 
and well-being generally, including 
those through an employee 
assistance programme. If large 
numbers of people are now working 
from home in line with government 
advice, provide ongoing support 
and communications. Some could 
start to feel socially isolated and/or 
anxious about the situation. Make 
sure you listen to any concerns, and 
that they take care of their mental 
well-being. Mental health charity 
Mind has published guidance on 
coronavirus and well-being.

• Make sure everyone’s contact 
numbers and emergency contact 
details are up to date. 

• Check workstations at your 
employee’s homes are adhering to 
guidelines. 

SUPPORT YOUR STAFF
• Carry out a resourcing risk 

assessment of the organisation, 
identifying essential areas of the 
business where few employees 
have the required skills. Training 
additional employees in these 
skills should be considered. Ensure 
that procedures are developed 
to ensure smooth handovers for 
employees who are filling in for 
colleagues in unfamiliar roles. It may 
be necessary to provide additional 
training and a risk assessment 
if individuals are moving to roles 
where there may be a healthy and 
safety risk.

• Make sure all staff are aware of 
the latest government advice, your 
response as an employer and what 
you are doing to protect people’s 
health and reduce the risk of 
infection spreading.

• If your business is permitted to 
remain open under the latest 
government measures, reduce the 
spread of infection by providing 
soap and hand sanitiser gels with 
alcohol, especially in communal 
areas like kitchens and coffee areas. 
Provide staff with hand sanitisers. 
Increase the frequency and intensity 
of office cleaning; consider a deep 
clean; think about frequent wiping 
down of communal spaces such 
as kitchens, handrails on stairs, lift 
buttons, door handles, etc.

• Keep checking in on people’s 
workloads and stress levels and 
offer support where possible. If you 
can, adjust targets for employees 
who remain working and be flexible 
with deadlines.
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• Employers should develop a 
contingency plan to prepare for a 
range of eventualities regarding the 
business impact of the virus. You 
can download helpful templates 
from this Coronavirus: support 
materials page and refer to the 
remote working series for tips on 
the widespread move to working 
from home.

• Appoint a pandemic coordinator or 
team to prepare and update plans 
and keep on top of official advice.

PROTECT YOUR BUSINESS
• Think about transferrable skills 

- do you enough people to keep 
business-critical operations running 
if you do face staff shortages? Start 
training people now.

• If your business is permitted to stay 
open consider creative resourcing 
solutions like staggering shifts or 
having A and B teams so fewer 
people are in the workplace at any 
one time and reduce the risk of 
infection.

• The Government’s advice is: 
Businesses should ensure to 
leave all premises secure with 
the appropriate level of security 
surveillance. They expect companies 
to have the appropriate insurance.

• If your business is still operating 
from its premises in Solihull town 
centre, please do let us know and 
our Street Wardens, working seven 
days a week, can offer additional 
safety support. If you have any 
questions please email 

        johnt@solihullbid.co.uk 
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• A full range of business support 
measures have been made available 
to UK businesses and employees 
in response to the COVID-19 
pandemic. See more info here - 
www.solihullbid.co.uk/covid19/

• Support schemes have been set up 
to help all types of business with 
some such as the Coronavirus Job 
Retention Scheme, Statutory Sick 
Pay Rebate, Support For Businesses 
Paying Tax, and VAT Deferrals 
applying to all businesses in the 
country.

CHECK & APPLY FOR GOVERNMENT HELP 
• We have a full list of Government 

schemes that have been introduced, 
and links for more information on 
how to claim for your business, on 
our Business Support page.

• Retail, Hospitality and Leisure 
businesses may be able to receive 
a cash grant of up to £25,000 per 
property. Solihull Council are now 
processing applications – click here 
to fill in their form.

• We are collating information from 
our businesses so that policy 
makers, politicians and local 
authorities can understand the 
challenges you may be facing. 
Please take a few minutes to fill in 
our online survey.

POLICE POWERS IN RESPONSE TO CORONAVIRUS
• The Health Protection (Coronavirus, 

Restrictions) (England) Regulations 
2020 (‘the Regulations’) came into 
force on 26 March 2020 and apply 
to England only.

• The purpose of these new powers is 
to save lives by protecting the public 
and the NHS.

• A ‘relevant person’ is defined in 
Regulation 8 as a constable, a PCSO 
or a person designated by the 
Secretary of State for the purposes 
of the regulation.

• Regulation 12 states that the 
Regulations will expire at the end of 
a period of six months, beginning 
with the day they come into force.

• If ‘a relevant person’ believes 

someone is outside of the place 
where they are living without 
reasonable excuse, they can:

• Instruct gatherings of three or 
more people to disperse or direct 
or remove any person from that 
gathering to their home, where 
they are not members of the same 
household.

• Anyone contravening these 
requirements commits an offence, 
punishable on summary conviction 
by a fine.

• Where someone is believed to have 
committed an offence under these 
regulations and is 18 or over, they 
can be issued with a fine for £60 
payable within 28 days, but this 
is reduced to £30 if paid within 14 
days. Court proceedings may be 
brought in cases of non-payment. 
If a person commits an offence for 
the second occasion the penalty 
increases to £120. The penalty will 
double for each subsequent issue 
(this is capped at £960).

Please get in touch to let us know how you and your business are coping through these testing times. 
We are here by your side and remain passionate about the success of Solihull.
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