The 9 POINT GUIDE that helps
you give compassionate support
to employees returning to work
How do you bring employees back to work safely and compassionately
given all they have been through and reassure them they are being looked
after and the environment is safe to work in?
To ease the process, we’ve produced an essential 9 point guide to help you give
compassionate support to employees, so that they are fully confident about
their return to the workplace and the new working normal they will encounter.

“We’re dedicated to looking after our employees and building
our ‘people first’ ethos. For this reason we’ve given a great deal of
thought to our own return to the workplace.
To expand on that thinking and in association with experts and
clients, we’ve created this 9 Point Guide. We believe it will provide
essential advice to anyone planning to welcome employees back to
the workplace as the Coronavirus lockdown eases.”
MARK WALKER
CHAIRMAN, ASHRIDGE GROUP

0800 085 5022 ashridge-group.com

Our 9 point guide
1 CONSULT WITH EMPLOYEES about the general return to work - both those

who remained working and those who were furloughed. Key points to be discussed are:

• How are they feeling about the general return to work?
• Have they enjoyed lockdown, felt isolated, resentful, grateful?
• Do they have any concerns about the period since lockdown?
• Are they able to come back to work / are they in a high risk Covid19 group?
• What circumstances would they be happy with regarding the general return to work?
• What could you do to make them comfortable about returning to work?
• Do they have any obstacles in their home lives?
• Are they able to travel to work whilst avoiding public transport?
• Do they need to work in the office, or can they continue with home working either
in full or in part?
• Engage with employees, seek their ideas and input with regard to what might be the
new working normal.

2 CREATE INDIVIDUAL ROADMAPS and return to work plans with each

employee following their consultation. Ensure that these are signed off by employer and
employee and kept as a live document. Make sure that you measure, monitor and
regularly review progress.

3 INSPIRE CONFIDENCE by integrating the individual roadmaps and plans derived
from the staff consultation into a strategic organisational whole-business roadmap for
the overall return to work. Share this with your staff.

4 ALLOW INCREASED WORK ATTENDANCE by one day per week over a

period of 5 weeks (once initiated) should the employee need to slowly build up to 5 days
per week. This could be because of home circumstances, commuting issues or the need
to wean back into work life.

5 ENCOURAGE WALKING BREAKS AND MEETINGS in pairs at safe
distances as a regular routine in the new normal for office procedures.

6 PLAN REGULAR WELLBEING CATCHUPS and the monitoring of each other
in a stigma-free environment, where it’s ok to talk, to be yourself, and to show feelings.

7 SIGNPOST MENTAL HEALTH SERVICES and therapy/counselling to those
that need it and encourage empathy and support in the workplace by all, for all.

8 REFLECT UPON LESSONS LEARNED and ensure the Business Continuity
Plan, Individual and Whole-Business Roadmaps are continually updated.

9 MITIGATE INFECTION by preparing the workplace to allow a 2m distance

separation where possible. Plan how people move around the building or use all
facilities. Do start times need to be staggered or do you need to instigate shift working.
Install screens, commission deep cleaning, provide surface and hand cleansing wipes,
sanitisers and face masks.

Need advice? Call us on 0800 085 5022

“Ashridge Group - right
first time, every time”
JONATHAN STYLES
MANAGING DIRECTOR
1ST CHOICE FACILITIES SERVICES LTD

Ashridge Group Services
Ashridge Group is a specialist provider of facilities management and security
services to organisations across both the public and private sectors
nationwide and across Europe. Our services are :

FACILITIES MANAGEMENT

We provide hard and soft support services for commercial facilities
management and maintenance. We support the operation of varying types of
commercial properties special estates and grounds, ensuring that business
processes run as smoothly as possible and to the highest standard.
Maintaining all critical functions of the commercial buildings, the service is
designed to guarantee the health and safety of staff and guests with
uninterrupted business continuity.

SECURITY GUARDING & MANAGEMENT

We provide peace of mind by enabling businesses to focus on the important things
without undue security concerns. We provide a safe environment for people to work in,
protecting buildings and assets, and safeguarding venues and events from outside
risk. We pride ourselves on providing highly trained security professionals who are
capable of handling and resolving complex security issues, backed up by reliable
security technology.

SECURITY CONSULTANCY, PLANNING & SUPPORT

Our specialist security consultancy, Cognitious®, provides businesses with unrivalled
crisis planning and protective security support. Cognitious® is made up of former
police officers, armed forces, counter terrorism officers and commanders. Protecting
people in extreme scenarios has been a lifelong vocation for our team. We will test,
train and prepare your staff to handle the most severe types of threats to property and
people.

Case Study
EXPERIAN IN ASSOCIATION WITH ENGIE
Experian plc is a multinational consumer credit reporting company. Experian collects
and aggregates information on over one billion people and businesses and operates in
37 countries with offices in Brazil, the United Kingdom, the United States. The company
employs approximately 17,000 people and reported revenue for 2018 of US$4.6 billion. It
is listed on the London Stock Exchange and is a constituent of the FTSE 100 Index.
Experian is a partner in the U.K. government's Verify ID system and USPS Address
Validation. It is one of the ‘Big Three’ credit-reporting agencies, alongside TransUnion
and Equifax. In addition to its credit services, Experian also sells decision analytic and
marketing assistance to businesses, including individual fingerprinting and targeting.

OUR SERVICES :
In partnership with Engie, we look after 3 sites in Nottingham and 2 sites in London
providing a comprehensive range of services such as:

• Security management
• Security fficers
• Control room operatives
• Receptionists
• Porters
• Post room operatives
• Facilities assistant

“Whilst bigger operators have, in theory, very large resources to draw
on, in practice they simply don’t offer the close involvement and
responsibility-taking we see with Ashridge. Here is a company which
sees itself as ambassadors for its client’s business, not just a provider
of services.
I can’t recall a single instance where they haven’t been able to help
us, and I can’t speak highly enough of them”.
GAVIN McGUINESS
SUBJECT MATTER EXPERT on security for Engie’s Facilities Management Operations

Want more info? Visit ashridge-group.com

For further details regarding this guide or
to learn more about how we can help you
please call us or visit us online

3 Liscombe South
Liscombe Park
Soulbury
Buckinghamshire
LU7 0JL
0800 085 5022
ashridge-group.com

