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Chairman’s Introduction
After all of your hard work, with so many businesses
adopting our guidance and town centre users taking extra
care, we entered this lockdown with Ipswich and Suffolk
having amongst the lowest cases of COVID in the country
and with our town centre economy having rebounded faster
than many other areas.
Therefore, as you know, it is our view was that it feels unfair for Ipswich to be restricted to
the same extent as other areas that had been less successful. Never the less, our priority is
to continue working with our key partners and stakeholders to ensure that our town centre
can reopen safely and as fully as possible in December.
As before, we will be supporting the work of Ipswich Borough Council as they administer
support grants to local businesses whilst also acknowledging that for many businesses,
these financial schemes will not be enough and we’ll continue to work with BIDs across the
UK to lobby for more support, particularly if restrictions are extended or reintroduced.
Our Street Ranger team will continue to patrol the town centre and the waterfront,
performing security checks on closed premises and supporting those businesses who can
reopen or who have remained open.
Meanwhile, our All About Ipswich team are using our consumer website and social media
to promote your products and services whilst encouraging locals to support the high street,
support small businesses and, most importantly, to follow the Government guidance.
We have updated this guidance to reflect the latest plans outlined in the Government
COVID-19 Recovery Strategy; as we are keen to provide a safe and secure town centre for
everybody.
As always, Ipswich Central is here to support your business, so please contact the team if
you need us: info@ipswichcentral.co.uk

Terry Baxter
Chair, Ipswich Central
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Communications
Businesses are still encouraged to use the
materials with information available from
https://ipswichcentral.com/togetherwecan
Businesses and visitors will see the street
signage and messages will be updated with
the latest Government safety guidance.
In all areas, we are encouraging
businesses to assist with keeping the
town centre safe by ensuring queues
outside premises are carefully managed.
Employers are further requested to
consider more flexible opening hours and
to encourage staff to stagger shifts, lunch
hours and breaks.
Visit Britain has also created the ‘We’re
Good to Go’ Industry Standard. Whilst this
is not an essential part of the reopening
process, if you are a tourism-focused
business, you can now apply for a free
UK-wide industry standard and consumer
mark to reassure your customers that your
business adheres to Government and
public health guidance.
The ‘We’re Good To Go’ COVID-19 industry
standard and consumer mark is available
to provide a ‘ring of confidence’ for
businesses, attractions and destinations as
well as reassurance to local residents and
visitors that clear processes are in place
and that as a business you are good to go.

Visit Britain’s ‘We’re Good To Go’ industry
standard is still being used to highlight
tourism businesses that are open in-line
with the latest Government guidelines. This
industry standard is free to apply and is
not an essential element of the reopening
process, however it reassures customers
that your business adheres to the
Government and public health guidance.
Assessment is via an online platform.
https://goodtogo.visitbritain.com
This includes a checklist confirming you
have put the necessary processes in
place. You will then receive a certification
and the ‘We’re Good To Go’ mark to display
on your premises and online.
More information can be found here
https://www.visitbritain.org/businessadvice/were-good-go-industry-standard
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Communications
Signage Options
Posters
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Communications
Example Artwork
Lamppost Banners
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Communications
A1 Posters

Ipswich:
Together
We Can

Be
Kind

#thankyou
Please make sure you are following
the latest Government guidelines

Floor Tape
Together We Can #staysafe

Strut Cards

Ipswich: Together We Can Stay Safe
Shop local

Keep Left - Use this one

Shop local

Wash hands

Pay by Contactless

Wash hands

Pay by Contactless

Stay Alert

Follow the arrows

Wash hands

Keep Left

Stay Alert

Shop local

Keep Left - Use this one

Pay by Contactless

Keep Left

Staying COVID-19
Secure in 2020
Follow the arrows

We confirm we have complied
with the government’s guidance on
managing the risk of COVID-19
Keep Left

Keep Left - Use this one

Follow the arrows

Five steps to safe working together
We have carried out a COVID-19 risk assessment and
shared the results with the people who work here
We have cleaning, handwashing and hygiene
procedures in line with guidance
We have taken all reasonable steps to help people
work from home
We have taken all reasonable steps to maintain
a 2m distance in the workplace
Where people cannot be 2m apart, we have done
everything practical to manage transmission risk

Employer

Date
Your Health and Safety Representative
Who to contact:
(or the Health and Safety Executive at www.hse.gov.uk or 0300 003 1647)

#ThankYou
Please make sure you are following the latest Government guidelines

Stay Alert

Together We Can #staysafe

Information Poster

Together We Can #staysafe

Together We Can #staysafe

Together We Can #staysafe

Together We Can #staysafe

Together We
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Policy and Modifications
The new Business and Planning Bill 2020
has made important changes for the
reopening of the leisure and hospitality
sectors. A summary of the additional
measures is:
•	The application form is available on
the Ipswich Borough Council website:
https://ipswich.gov.uk/coronavirus
•	The application process will now take
between one and two weeks including
date of application, public consultation,
consideration period and date of
determination.
•	This pavement licence allows the licence
holder to put removable furniture on
pavement adjacent to premises.
•	Licensed premises can ‘sell’ alcohol,
and food and drink at tables within their
agreed pavement license. Customers
can consume the items purchased whilst
seated at these tables and chairs.
Applications to Ipswich Borough Council
will be, applications to Ipswich Borough
Council will be decided within two weeks
from submission. The two week period
incorporates date of application, public
consultation, deliberation and date of
determination. The application fee is £33
per table up to a maximum fee of £100. For
example an application for three tables will
cost £99. An application for six tables will
cost £100. Ipswich Central can also assist
with applications if needed.

Ipswich Central will cover the cost of one
pavement licence per premises for it’s BID
levy payers on a first come first served basis,
up to an overall value of £2,000. Email info@
ipswichcentral.co.uk if you are looking to
make an application to Ipswich Borough
Council.
In addition, businesses are encouraged to
collaborate where a joint application can
create a cluster of tables and chairs.
In all instances, responsibility for the safe
operation of new outside seating provision
will be for the business. Any additional
seats and chairs should be covered by
their own, extended risk assessments.
With Government funds for encouraging
cycling into and around the town centre,
Suffolk County Council have enhanced
existing cycle lanes and provided
additional cycling parking in central
locations.
Finally, Upper Brook Street remains closed
to traffic between 10.30am and 4.30pm
each day. Car parking bays on the
Waterfront are suspended to discourage
traffic and enable minimum social
distancing requirements.
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Operations
The Ipswich: Together We Can messages provide reassurance by:
Operation

Activity

Cleansing	Town centre cleaning will be maintained throughout the week
to enhance cleanliness and provide reassurance for users, particularly
in busier areas.
Signage

Signage will promote physical distancing along with the latest official 		
Government safety messages.

Queuing	Posters, floor stickers and other communication collateral for windows,
barriers and pavements will help to promote safe queueing. We will
work with businesses on their own queue management protocols. Be
mindful of how neighbouring businesses are managing their queues.
Hygiene	Where possible, businesses should provide hand sanitisers
for customers.
Road Closures	Upper Brook Street will be closed to traffic between 10.30am and
4.30pm each day. We will assist with traffic management.
Street Rangers	The team will continue their reassuring role, providing advice to
businesses and visitors where required. RadioLink should be used to
contact Rangers throughout the day.
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Business Support
Checklist for re-opening
A simple checklist for your business will need to begin with your own risk
assessment and reinstating previous safety measures which may include:
Retail
Office
Café/Restaurant
		
		
		
• Risk assessment
• Risk assessment
• Risk assessment
• Physical distancing

• Physical distancing

• Physical distancing

• Signage /
communication

• Signage /
communication

• Signage /
communication

• Store layout

• Split staff rota

• Entry and exit points

• Staggered arrival
times

• Provision of outside
dining

• Number of customers
inside store
• Customer movement
inside store

• Staggered lunches
• Office layout

• Queue management

• PPE provided or
available

• PPE provided for staff

• Enhanced cleaning

• Plastic screens on
counters

• Travel

• Payment methods
• Opening hours

• Who is permitted entry
into building

• Stock handling

• Sharing equipment

• Meetings

• Reduced table number
/ number of customers
• Queue management
• PPE provided for staff
• Plastic screens on
counters
• Enhanced cleaning
• Payment methods
• Use and management
of toilets
• Opening hours
• Takeaway/delivery

Ipswich: Together We Can
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Business Support
Guidance and advice package
Key points

Advice / Guidance

Accommodation Staff should be trained and aware of any new rules, regulation and
& Hotels
guidance that your business puts in place. These may include:
•	Perspex screens to be placed at reception.
•	Minimise lift use.
•	Room service to be left outside.
•	Housekeeping staff to follow handwashing guidance and make
a checklist of all hand contact surfaces to be cleaned.
•	Guests to be encouraged to wear masks in common areas.
• Clean keys and key cards between guests.
• Make staff accessible via phone, emails and guest apps.
• 	Encourage contactless payments or pre-payment.
•	Events or large gatherings not to be permitted within hotels.
• 	Maintain a list of customers and their contact details.
•	For hotels with a restaurant, bar or room servivce, please see the
regulations and recommendations in the “Restaurants, bars, pubs
(including takeaways)” above.
Buildings &
As many businesses in this category have been closed to the public
External Spaces throughout the COVID-19 pandemic, it is important for business owners
to make sure their premises are safe and ready for reopening.
•	A detailed COVID-19 risk assessment must be completed prior to
opening, COVID secure checklist should be visible.
•	Check all escape routes are reinstated, fire doors operable,
communal escapes accessible.
•	Ensure fire safety equipment (e.g. extinguishers, fire alarms, sprinklers)
is in place, operable, in service date and tested where necessary.
•	Check intruder alarm is operable, in service date and tested where
necessary.
•	Check any fuel supplies required are checked to be in good order,
and safely turned back on.

continued overleaf...
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Business Support
continued...

Guidance and advice package

Key points

Advice / Guidance

Buildings &
•	Make sure emergency arrangements with third parties (e.g. landlords,
External Spaces
adjacent tenants, etc.) are back in place with any changes agreed
continued...
and documented.
•	Ensure first aid stocks are available and in date, with any automated
external defibrillators operable.
•	Put heating and cooling equipment settings and controls back into
normal operation.
•	Check any other building service controls are set back to normal
operation with service and maintenance in date.
•	Check electrical and/or plant rooms are clear of any combustibles/
flammables/etc.
•	Consider the recommissioning of water systems. Ensure you are not
at risk of legionella.
•	Check for any damage, water ingress, damaged pipes, and ensure
fences and gates secure (no signs of break in/damage), with no- fly
tipping or waste build up.
•	Consider ramps into/out of buildings to assist disabled users.
Cinemas

•	UK Cinema Association have some guidance for cinemas.
•	Cinemas may stay open beyond 11pm in order to conclude a
screening that started before 10pm.

continued overleaf...
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Business Support
continued...

Guidance and advice package

Key points

Advice / Guidance

Enhanced
cleaning

Enhanced cleaning regimes might include:
•	More frequent cleaning.
•	Periodic deep-cleaning, where appropriate e.g. between team
shift changes etc.
•	Communicate cleaning processes to reassure staff and customers.
•	Cleaning between each customer e.g. chairs, tables, condiments etc.
•	Enhanced and more frequent cleaning of doors/handles/toilets.
•	Provision of disposable hand towels rather than hand dryers.
•	Messaging to promote good hygiene e.g. frequent handwashing.

Hair Salons
& Barbers

•	Place markings on the floor showing people where to sit.
•	Encourage customers to turn up to appointments exactly on
time and on their own to prevent congregating in waiting areas.
•	Queueing to be outside.
•	Customers to be seated away from each other and side to side with
at least 1-metre distancing.
•	Till points may benefit from perspex screens.
•	Ensure proper ventilation throughout the premises.
•	Screens should be used, where practical, to create a barrier between
workstations.
•	Staff to wear a clear protective visor that extends below the chin
rather than just a face mask.
•	Disposable equipment must be used, and if it cannot then it should be
washed between clients.
•	Customers must wear a face covering when appropriate.
•	Customers should wash and/or sanitise their hands upon arrival.
•	Staff must wash hands between customers.
•	Customers must bring their own drinks.
•	No newspapers or magazines.
•	Maintain a list of customers and their contact details.

continued overleaf...
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Business Support
continued...

Guidance and advice package

Key points

Advice / Guidance

Operational

It is also important to check that the operations of a business are
prepared for latest social distancing measures and that these are
in place; to ensure that the health and safety needs of staff and
customers are met.
•	If any catering facilities are to be provided, ensure catering
equipment are properly cleaned and recommissioned.
•	Check suitable coverage of trained staff where there is a phased
return to work.
•	Ensure adequate number of fire marshals/first aiders/etc. are back
in the business.
•	Ensure procedures and property is in compliance with your insurance
cover and notify brokers on details of any business changes.
•	Ensure a stock of PPE relevant for the control of COVID-19 (e.g. face
masks/gloves) where necessary.
•	Put in place COVID-19 awareness procedures and a comprehensive
social distancing plan to ensure employee and customer safety,
along with sufficient messages around the premises as a reminder.
•	Make available your full COVID-19 site risk assessment to control any
potential exposure to employees or public.
•	Review cleaning procedures and adapt as necessary to increase
efficacy against the spread of COVID-19.
•	Inform contractors/suppliers/customers that you intend to reopen
your premises and when.

continued overleaf...
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Business Support
continued...

Guidance and advice package

Key points

Operational
continued...

Advice / Guidance
•	If accepting cash payments, re-instate adequate float and money
handling procedures; however, consider encouraging cashless
payments.
•	Check licensing requirements of your local council in case there are
any COVID-19 stipulations imposed on license holders.
•	If staff are wearing PPE (face masks), consider how people who rely
upon lip reading will be affected.
•	Make sure music is kept to a volume that is appropriate such that
customers are not needing to raise their voice to be heard.
•	If you have implemented one in/out or adjusted entrances/exits in
anyway, make sure these do not affect disabled access.
•	With any signage used around premises please consider visually
impaired versions (non-reflective etc.).
•	Reduce staff movement from area to area via use of radios/other
devices where possible.

continued overleaf...
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Business Support
continued...

Guidance and advice package

Key points

Payment
methods

Advice / Guidance
Businesses should consider removing ’pay by cash’ options
recommend contactless methods.
Changes to payment methods should be communicated to
customers and staff. Clear signage will help with this.

Physical
Distancing

 his must be in accordance with Government guidance which evolve
T
and so should be checked regularly.
Things to think about are:
• Floor markers to indicate safe distance.
• Notices to be clear and in obvious places e.g. at entrance points,
queuing areas, till points etc.
• Appropriate changes to floor layouts to facilitate safe distancing.
Desks positions, size of rooms, screens, hallways etc will need
to be considered.
• Limiting the number of staff within the premises at any one time
by splitting shifts, staggering arrival/departure/lunch breaks etc.
• Use of outdoor spaces should take into account the layout
of the areas, positioning of tables and chairs, sneeze screens
between tables.
• Remove all unnecessary obstacles.

continued overleaf...
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Business Support
continued...

Guidance and advice package

Key points

PPE
Equipment

Advice / Guidance
All public-facing staff must be provided with, and wear, face coverings.
Consider what is the correct personal protection equipment (PPE).
Government provides information on this.
Examples of PPE:
• Face coverings, these will give customers and staff			
reassurance that they are protected and safe
• Hand sanitiser
• Screens between desks/tables and at till points
The New Anglia LEP has a list of suppliers, the link is at the end of this
document. This has been collated by the LEP.

Premises
Layout

 onsider the layout of each premises including size, design, number of
C
rooms, ventilation etc. Consideration should be given to:
• One-way routes around the premises with users asked to ‘keep left’.
• How entry and exits points can be different.
• Maximum number of persons permitted in the premises at
any one time.
• Room sizes and how physical distancing guidelines can be
adhered to.
• Rotation of staff who are in the office at any one time e.g. splitting
staff into teams, creating a rota with no overlap etc.
• Where an isolation area be made available.
• Whether any areas should be closed e.g. kitchens, canteens etc.
• Limiting meetings and, where possible, using other means of
engagement.
• Outside dining and working provision for staff as well as minimising
risk of people dining together inside.

continued overleaf...
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Business Support
continued...

Guidance and advice package

Key points

Advice / Guidance

Queue
Management

 times queues will be forming outside premises and businesses
At
must ensure that they are managed responsibility with physical
distancing maintained. numbers of people in the queue at any one
time restricted. Areas for queueing should be clearly marked.

Restaurants,
Bars & Pubs
(including
takeaways)

•	Consider use of outside areas for tables and chairs, working
collaboratively with neighbouring businesses to adopt
a clustering where possible. Check the terms of any existing
licenses. Email licensing@ipswich.gov.uk if you are unsure.
•	
Consider use of gardens, car parking spaces etc. for outdoor seating
and tables.
•	Maintain a list of customers using your premises and their contact
details. This should include an email and phone number. In the event
of a customer testing positive for COVID-19, all other customers in
your premises at the same time as that individual must be contacted
and go into self-isolation.
•	Ordering must be done at the tables, not at a bar or other area.
•	There is to be no self-service e.g. salad bars or buffets.
•	There is to be no cutlery, sauces or salt and pepper shakers
left on tables.
•	Make sure adequate signage is positioned around your venue for
customers and staff for things such as:
- Social distancing
- Hand washing
- Paying by contactless
- Ordering at tables (e.g. via an app
or table service) and not at the bar
- Not approaching bar or till areas
- Reducing the amount of surfaces touched by staff and customers.
•	Plan for social distancing in the event of adverse weather conditions.
•	Bar areas and till points may benefit from perspex screens being put
in place.
continued overleaf...
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Business Support
continued...

Guidance and advice package

Key points

Risk
Management

Advice / Guidance
A separate COVID-19 risk assessments is a legal requirement for every
business as part of showing customers you are staying Covid-Secure.
The link below provides information for the HSE guidance on workplace
risk assessments and includes some useful case studies.
	
https://www.hseni.gov.uk/publications/example-COVID-19riskassessme nt-template
https://www.hse.gov.uk/risk/casestudies/

‘ Ipswich: Together We Can’
Signage
 usinesses are encouraged to use the same messages and these need
Communication B
to be available to staff and customers. Clear guidance will include:
• Physical distancing.
• Hand washing (for 20 seconds with soap and water, or hand sanitiser).
• Wearing a face covering when required
• Limits to the number of customers inside store at any one time
• Contactless payment methods wherever possible.
Please click here for the Ipswich: Together We Can’ signage
templates and items which can be purchased.

Staff and
wellbeing

Staff should be trained and aware of any new rules, regulations and
guidance that your business puts in place. These may include:
• Personal hygiene guidance and assurance on what personal
protection equipment (PPE) will be provided for staff
• New rules around the cleaning of surfaces, product,
and payment methods.
• Recommendations of the safest ways to travel to and from work e.g.
Taxi allowances, guides to safe walking/cycling routes or flexible
hours to avoid limited capacity on public transport
• Recommendations for staff wellbeing during working hours and break
times, such as promoting open spaces and parks near your business.
• Video comms is a simple way of communicating this to your team
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Government & Industry Guidance
on Safely Reopening Businesses
Guidance from World Health Organisation, UK Government &
Ipswich Borough Council and Guidance from industry bodies
Coronavirus: guidance for employees,
employers and businesses Click here

Ipswich Borough Council: COVID Grant
Funding Schemes Click here

Working safely in shops and branches
during COVID-19 Click here

MIND: Mental Health & Wellbeing support
Click here

Government FAQs Click here

Suffolk MIND: COVID 19 advice and helpful
resources Click here

Health and Safety Executive: Help and
information to keep people safe and
healthy at work Click here
Health and Safety Executive: Example
COVID-19 risk assessment template
Click here
British Retail Consortium: Guidance
on Social Distancing in Stores and
Warehouses Click here
British Association of Beauty, Therapy
and Cosmetology: guidance for the hair
and beauty sector Click here

Visit Britain “We’re Good to Go”
campaign Click here
Our plan to rebuild: The UK Government’s
COVID-19 recovery strategy Click here
Guidance: Staying safe outside your home
Click here
Coronavirus: cleaning of non-healthcare
settings Click here
New Anglia LEP Click here
Buttermarket Centre Click here

UK hospitality guidance for the hospitality
sector Click here
Ipswich Borough Council: Coronavirus
(COVID 19) Click here

Sailmakers Shopping Centre Click here
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