
Safe Return to the 
Workplace Strategy

A strategy for safely returning staff to the workplace following lockdown



Best Practice

Decisions in line with guidance and best practice including:  
• NI Executive’s Executive Approach to Decision-Making;
• DoE COVID-19: Working Through This Together and PHA/PHE Guidance;
• DFT Guidance – Coronavirus (COVID-19) safer transport guidance for operators;

- DfI Guidance expected
• Translink Safety, Health and Environmental Management System v2.0. 

It is understood that social distancing measures will be in place for some time.  Staff 
readiness and the readiness of our facilities are key factors, as is stakeholder 
engagement. 

Consultation with staff and safety representatives should be undertaken throughout 
the return and conducted through the existing established methods. 



Principles for a safe return

Lead by example, 
safety is everyone’s 
responsibility. 

Encourage staff to 
take responsibility 
for everyone’s 
safety and promote 
Don’t Walk By.

Ensure controls for 
staff and customers 
are compatible.

Shared

Operate in a 
manner that will 
allow for core 
principles on 
matters such as 
social distancing, 
PPE, screening, and 
hygiene to be 
addressed via a 
staggered approach 
to work methods.

Staggered

Be fully aware of 
the concerns and 
mental health of 
staff being asked 
to return to the 
workplace.  

Be prepared to 
deal with 
questions, 
concerns and 
perceptions in an 
understanding, 
compassionate 
manner.

Compassion

Maintain continuity 
of services having 
regard for a phased 
return, increasing 
passenger numbers 
and greater public 
interaction, 
adhering to health 
and safety 
responsibilities. 

Build resilience (and 
test) for the 
potential risk of a 
second wave.

Continuity

Safety is our 
number one value.

Provide assurance 
on compliance 
with NI Executive’s 
guidance.

Safety

Enable working at 
home as a first 
option.

Develop a plan for 
returning staff to 
the workplace.

Sequence the 
return of staff.

Scheduled

Engage with staff 
representatives 
and safety 
committees during 
the process. 

Maximise available 
resources for 
communications, 
and employee 
safety, health and 
wellbeing.

Communication



Sequencing

Broad principles not intended to be exact.

Tier Descriptor Examples Phased return considerations

1

Only those who must be in the 
workplace come to site.
Employees whose work necessitates 
attendance in the workplace.

Front-line employees e.g. Drivers, 
Engineers Conductors, operational
inspectors and Supervisors, key office 
staff (to be defined) etc.

Subject to site specific risk assessment, PHA guidance
and social distancing

2

Those who can be in the workplace.
Employees who have difficulties 
working from home.
Work that can be done from home 
should be done from home.

Employees who are unable to 
productively work from home.

This category may include employees 
who wish to return to work for personal 
reasons.

Personal health self-assessment
Subject to site specific risk assessment and PHA
guidance, social distancing and staggering
Return to the Workplace meeting
Must not exceed revised site/office capacity.
Colleague cohort allocation and workspace allocation

3

Phased return for all employees, 
subject to mitigations.
Remote working still strongly 
encouraged and maintained where 
possible.
This tier includes those who are 
currently required to stay at 
home because they are shielding.

Those who can work productively from 
home without detriment to the quality or 
timeliness to their work, or without 
reliance on others conducting work on 
their behalf.

These employees are unlikely to fall into 
either of the first two categories.

Personal health self-assessment.
Subject to site specific risk assessment and PHA
guidance, social distancing and staggering.
Return to the Workplace meeting
Planning and providing resources for remote working
long term.
Must not exceed revised site/office capacity
Colleague cohort allocation and workspace allocation



Framework for return

Discussing home working 
arrangements

Ensuring staff have the 
right equipment, for 
example remote access to 
systems

Including home workers in 
all necessary 
communications

Looking after staff  physical 
and mental wellbeing

Carry out a site specific risk 
assessment for COVID-19 

Engage with staff, Trade 
Unions and Safety Reps

Record risk assessments 
and document revised safe 
systems of work including 
appropriate PPE

Share the results of the risk 
assessment

Consider whether close 
contact activity is essential 
and keep activity time as 
short as possible

Use screens, back-to-back or 
side-to-side working

Stagger arrival, departure 
and break times

Utilise ‘fixed teams or 
partnering’

Avoid non-essential travel

Where possible, maintain 
2m between people

Erect signage and mark 
areas to remind workers 
and visitors

Reconfigure workstations 
and establish one-way 
systems where possible

Avoiding sharing equipment 
and workstations

Discourage non-essential 
visitors

Maintain 2m social 
distancing

Manage 
Transmission

Promote hand washing and 
hygiene 

Ensure frequent cleaning 
and disinfecting of high 
touch surfaces

Enhance cleaning for busy 
areas

Ensure adequate hand 
washing and drying 
facilities and sanitiser

Cleaning and 
Hygiene

Risk 
Assessment

Encourage home 
working



Protecting people at higher risk

Continue to: 
• Identify vulnerable workers
• Consider the guidance and the 

needs of vulnerable people at work.
• Offer support to staff, particularly 

around wellbeing and mental 
health.

Managers should consider:
• Re-deploying clinically vulnerable people into roles where 

they can work from home.
• If clinically vulnerable individuals cannot work from home, 

consider the risk, both on their journey to work and in line 
with the wider risk assessment of their working situation.

• If re-deployment would mean not having enough people 
on-site to run the operations, move vulnerable workers 
into lower risk activities where they have the highest 
chance of remaining 2 metres away from others, where 
possible.



Premises and Facilities

• During lockdown inspection, testing and flushing may have been 
suspended. It is vital that any suspended tasks be reviewed and 
undertaken prior to reopening buildings. 

• Safety systems will need to be inspected prior to use including lifelines 
and equipment for working at height, emergency lighting, fire alarms and 
fire-fighting equipment. 

• Attention should be given to amended practices, e.g. fire drills



Mental Health & Wellbeing

Range of measures including:
• Programme of materials and support activity (e.g. Wellbeing Wednesday)
• Employee Support Officer with access to a fully qualified and experienced 

psychotherapist
• Employee Assistance Programme and Support Hub
• Occupational Health Services  
• Mental Health First Aiders
• Stress Management Policy in development
• Signposting of online training aids

Seek to support employees regain an effective work-life balance, address fears about 
returning to the workplace and provide support for severe mental health conditions. 



Practical Assistance 

• Strategy
• Action Plan
• Presentation/eLearning pack
• Risk Assessment Training
• 1-1 Discussion Agenda
• FAQ
• ‘Day 1’ guidance and checklist
• Remote Working Policy
• Support from local Safety teams





Addendum….
Local Employers Forum for office based staff
NI Safety Group
Active within business groups
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