
YOUR GUIDE TO 

Returning staff to work 
in COVID-19
Follow our simple steps to determine whether an 
employee should return to work or remain on furlough.

Do you need 
additional staff 

members  
at this time? 

If your employee  
cannot return to 

work for the 
following reasons: 

•  Shielding/vulnerable 
•  Childcare issues 
•  Refusal to return

Communicate with 
your employees to 

inform them of your 
decision to extend their 
period of furlough and 

formalise this in writing.  

No

Yes

Consider which roles 
are essential and the 

hours required of them

Evaluate which 
staff members 

can safely return 
to work and which 
should remain on 

furlough. 
Remain on 
furlough

Return to 
work Contact your  

employees to inform 
them of your decision with 
48 hours’ notice.  

Seek legal advice from your 
service provider to discuss 

available options. 

If your employee  
agrees to return  

to work, formalise  
their date of return  
and end of furlough  

in writing.  

What to consider 
Before any member of staff returns to work, ensure you’ve discussed the following: 

•  Days and hours of work 

•  Safety precautions in place 

•  PPE 

•  Opening hours and level of service 

•  Travel to and from work 

•  Changes to policies and procedures
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