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Introduction
Dear BA Member,
This guide sets forward things to consider when reopening your bookshop.
Many of us have close ties with our customers, who have been very supportive during the period of
closure, and we will be delighted to see them in person again. But the choice of when and how to
open is not necessarily straightforward. We continue to liaise with suppliers, other retail bodies,
other trade organisations and booksellers’ associations around the world to gather best practice and
share it with you, making sure that you have all you need to safely re-open, when you decide that is
what is best for your business.
To keep updated by the BA and share ideas and experience with fellow booksellers, join The
Booksellers Network on Facebook. Plus, on the BA website, you will find a range of COVID-19related resources for booksellers (https://booksellers.org.uk/industryinfo/industryinfo/CoronavirusResources-for-Booksellers). The various government websites have a great deal of information (see
Sources of Information later in the guide) but we have tried to distil some key points here – but our
coverage can’t be exhaustive.
The BA has created a £50,000 Bookshop Reopening Fund. This will provide a grant of £50 (or €
equivalent) per member to purchase protective screens for till points, or other protective materials.
We have also supplied a Re-opening Point of Sale Kit – items available are shown at the beginning of
this guide.
I am very pleased that the Booksellers Hardship Fund, administered by the Book Trade Charity, is
now granting funds to anyone who works in a bookshop in the UK or Ireland, who finds themselves
in hardship as a result of the impact of COVID-19, including booksellers and staff working behind the
scenes.
Good luck with your reopening plans. Contact the BA if you have queries or are in difficulty.
Stay safe,

Andy Rossiter
President of the Booksellers Association
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It’s your decision
Just because the Government says that bookshops can re-open, you don’t have to reopen yours
straight away.
Booksellers should feel they can assess their own situation and be able to reopen at their own pace.
Many owners and managers are worried that reopening on an otherwise deserted high street may
cause more problems than it solves. While shops are shut and with government grants, cash flow
hasn’t been an insurmountable problem for everyone. Some booksellers will have fewer staff
available due to self-isolation, quarantine or caring responsibilities arising from the COVID-19
epidemic – and they are worried that they will be swamped if they reopen with limited staff and
while online orders are still extra-high.
Other bookshops are keen to reopen as soon as they can, particularly if they have not been able to
maintain sales through online, phone and email orders.
We are all aware that bookshops are an important local hub for the community. Some booksellers
want to reopen to restore their important position as high street heroes as soon as they can – and to
reward the many customers who have stayed loyal to them throughout the lockdown.
Only you can weigh up the balance of elements for your particular circumstances: operating costs,
community presence, staff availability and physical safety. The health and wellbeing of your staff –
and your own – must be your first priority.
You can keep in touch with other booksellers’ experience and BA advice via The Booksellers
Network on Facebook at https://www.facebook.com/groups/booksellersnetwork . This includes
links to booksellers in other countries who now have experience of reopening.

Phased or limited reopening and staffing
Asses your customer access options
For example:
• Open initially with only click-and-collect for online or phone/email orders, moving to fuller
opening for browsing after one or more weeks, when you have assessed the situation and
are able to bring more staff back to work.
• Open ‘Argos-style’, where one customer at a time comes to a reception desk but can’t enter
the main part of the shop. They make a request and the staff member on the desk or a
second bookseller picks the books from the shelves and is able to make recommendations as
necessary.
• Open for customer browsing between reduced hours and keep your online and delivery
service going at full level. Most people will now be used to queueing and social distancing at
their supermarket etc.
• Open with as full a service as possible straight away. However:
o reduce normal hours slightly so that shelving can be done pre/post opening (and
during a brief lunchtime closure if necessary), to avoid staff moving among
customers.
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o
o
o

allow time before/after opening for deep cleaning
reduce the number of people in the bookshop and follow safety guidelines, as
discussed below
alter the number of people allowed in the shop according to staff availability –
experience in New Zealand suggests you need more staff with more people in the
shop.

Whatever you decide to do, it will be important to manage customer expectations by clear physical
signage on the shop front and strong messaging on social media platforms and websites.

Risk assessment
It is the responsibility of every business to decide the most appropriate methods to implement social
distancing and other coronavirus control measures in their shop. As an employer, you also have a
legal responsibility to protect workers and others from risk to their health and safety.
Regularly updated government guidance for employers working during COVID-19 can be found at:
England: https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19
Wales: https://gov.wales/business-and-employers-coronavirus
Scotland: https://www.gov.scot/publications/coronavirus-covid-19-phase-1-business-and-physicaldistancing-guidance/
Northern Ireland: https://www.nibusinessinfo.co.uk/content/coronavirus-workplace-safetyguidance-and-priority-sector-list-published
Republic of Ireland: https://www.gov.ie/en/publication/22829a-return-to-work-safely-protocol/
Guidance on risk assessment from the Health and Safety Executive, including COVID-19 guidance:
https://www.hse.gov.uk/news/working-safely-during-coronavirus-outbreak.htm
https://www.hse.gov.uk/simple-health-safety/risk/index.htm

A BA Sample Risk Assessment for Reopening your Bookshop can be found at the end of this guide.
Not every point will be relevant to your bookshop, but it will give you a starting point. Refer to
individual guidance for your country if necessary.

Health and Safety legislation means you need to carry out a risk assessment before you reopen. If
you have fewer than five workers, or are self-employed, you don’t have to write anything down.
•

•
•

Assess the resources available to you, including the space in your shop, moveable furniture,
storage space and staff availability, etc. Decide on opening options and safe numbers of
customers in the bookshop.
Discuss ideas with your key staff.
Prepare simple hygiene guidance for your staff. A Quick Guide to Safe Practice for your
team is included at the back of this guidance which you can copy and give to your team.
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•

•
•

Speak to nearby premises to work together to manage possible shared queuing areas.
Businesses in shopping centres should discuss how to manage queues with the centre’s
management, to decide how to avoid congestion.
Look at how deliveries can be managed safely with minimal contact, both in handling boxes
and maintaining distance from customers.
Discuss with staff how to handle customers who don’t comply with safety measures. You
may prefer to have two staff members in the shop to make it easier to handle difficult
behaviour. BA members have free access to the services of the retailTRUST; their online
COVID-19 advice includes a section on dealing with difficult customers.
It will be impossible to safeguard completely against thoughtless and difficult behaviour by
shoppers. Consider displaying your no-tolerance policy towards breaking social distancing.

Risk assessment will be an ongoing process.
•

•

•

Be prepared that as test and trace services begin functioning around the UK, if a member of
staff tests positive for COVID-19, their contacts could be asked to self-isolate for 14 days.
This could mean you lose some or all of your staff for two weeks. You will need to have a
system prepared for reduced opening or closure again if this happens.
For the health of your staff: as you reopen, observe how people behave in the first weeks
and whether you can tweak the layout, signage or practices/entry policy to improve things.
If you find after all, that customers browsing while socially-distanced is not working, you
always have the option of reducing access again if you feel staff or customers are at risk.
For the health of your business: the ongoing financial performance of your bookshop will
need to be monitored as conditions change. You should also keep in mind that there could
be a second wave of the virus, so be prepared if you can for further closures.

Review staffing and roles
Furlough:
•

•

•

The UK Government’s Coronavirus Job Retention Scheme to cover part of the wages of
people across the UK countries on furlough (temporary leave) will continue. Regularly
updated government UK-wide information is available at:
https://www.gov.uk/guidance/claim-for-wage-costs-through-the-coronavirus-job-retentionscheme
On 29 May the Chancellor announced details of the Coronavirus Job Retention Scheme
(‘furlough’) extension. From August 2020 employers will be expected to contribute to their
furloughed staff’s national insurance and pension contributions. In addition, in September
employers will have to contribute 10% of the pay of furloughed staff, increasing to 20% as
the scheme comes to an end in October.
From 1 July employees will be able to return to work part-time under the furlough scheme.
For example, a full-time employee could return to work for two days per week paid for by an
employer with the furlough scheme covering the other 3 days. In order for employees to be
eligible for part-time furlough they must be furloughed by 10 June.
The Self-Employed Income Support Scheme has been extended until the end of October to
match the furlough scheme. However, instead of paying 80% of average monthly profit
based on the past 3 years, it will cover 70% up to a maximum of £6,570 for the 3 month
period. Applications for the second wave of this scheme will open in August.
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•

More information at:
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_
data/file/888764/Factsheet_for_SEISS_and_CJRS_schemes.pdf

•

Details of the Republic of Ireland’s Wage Subsidy Scheme can be found at:
https://www.gov.ie/en/service/578596-covid-19-wage-subsidy/

Your staff:
•
•

•

•
•

•
•
•
•

•

How many of your staff will be available to return to work? When? This may determine your
choice of opening arrangement.
How will you operate a social-distancing policy? Consider the size of the shop: in smaller
spaces, a desk near the door and one member of staff may be enough to keep an eye on
customer behaviour, but you may find an extra member of staff on the door and moving
around the floor to police customer movements is necessary.
There could be a surge in interest at first when people want to get out of their homes and do
something different; you might need an extra staff member on hand initially until you gauge
demand. Booksellers in Germany found that they were busy in the first week of reopening,
although sales have not returned to pre-lockdown levels. They gained some new customers
who wanted to support their local shop during this time of crisis.
Can some roles be redefined, so that some work such as marketing, social media, reordering
from sales, new title buying or financial processing can be done from home?
To reduce the potential spread of the virus between staff, split them into teams who work
separately. The Government recommends this ‘fixed teams or partnering’. This might be
very useful if test and trace measures mean some of your staff have to isolate for 14 days.
What impact would fixed teams have on full time staff? Could they undertake some tasks
from home, so that they are still earning a full salary?
Build a new staff rota to suit the new arrangements. This could be in two stages, for early
click-and-collect opening and then for opening for browsing.
The experience of booksellers in countries where shops have now reopened have found that
some colleagues are very anxious about returning to work and may be reluctant to do so.
What will happen if someone refuses to come back for many weeks? Members have free,
unlimited access to legal and employment advice from the Croner Business Support
Helpline. Their employment law and COVID-19 information can be found
at: https://clients.croner.co.uk/COVID-19-partner-toolkit/.
Use this BA FREE confidential Business Support Helpline to get advice on all health and
safety regulations and employment law – call 08445 618133 and quote the BA Scheme
Number BA 31937.

Online and remote selling
Some bookshops have seen a big increase in online sales and orders via telephone and email,
promoted via social media. It is hard to predict whether these sales might continue high for some
time, if not permanently, because more customers have become accustomed to making remote
purchases during lockdown - or whether online sales may drop away as people emerge from home.
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Keep in mind that you may need to make provision for staff members to handle this demand if you
see that it keeps going (rather than trying to service orders yourself after work!). Could some
elements be done from home?

Safety precautions
Your safety and that of your staff must be paramount.
Research is going on all the time about the transmission of COVID-19 specifically, but human
coronaviruses are mainly transmitted on respiratory droplets and contact with contaminated
surfaces. COVID-19 can survive for up to 72 hours on plastic and 24 hours on cardboard, according to
research published in the New England Journal of Medicine (April 2020).
If someone becomes unwell
Staff: If you or a staff member becomes unwell with a new, continuous cough or a high temperature
in the bookshop, they should be sent home and advised to follow the government self-isolation
guidance. They should not visit their GP, pharmacy, urgent care centre or a hospital (but call 999 if
they become seriously ill).
Testing and tracing is now coming into play. If someone thinks they may have the virus, they should
order a test (they can apply for a test at: www.nhs.uk/coronavirus from any country of the UK. In the
Republic of Ireland, contact their GP who will order a test). If the test is positive, they must
complete the remainder of their 7-day self-isolation. Anyone in their household must also complete
self-isolation for 14 days from when they started having symptoms. Through the sharing of their
contacts, other members of staff may then be required to self-isolate for 14 days.
If a member of staff is tested and confirmed to have COVID-19, the bookshop will be contacted by a
Health Protection Team to discuss the case, identify people who have been in contact with them and
advise on any actions or precautions that should be taken. The Health Protection Team will
undertake a risk assessment of the premises, advise on cleaning and contact the person who has the
virus directly.
Customers: If an infected person has been in the bookshop, it is not necessary to close or send staff
home. However, if contacted by Public Health to say a staff member has been in contact with
someone who has tested positive for COVID-19, that staff member will have to isolate for 14 days.
If a member of staff has helped someone who was taken unwell, they should wash their hands
thoroughly for 20 seconds after any contact with anyone who seems unwell. They do not need to go
home unless they develop symptoms themselves.
https://www.gov.uk/guidance/nhs-test-and-trace-how-it-works
https://www.gov.ie/en/publication/472f64-covid-19-coronavirus-guidance-and-advice/
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Handwashing and contact with customers and stock
•

•
•
•
•

•
•
•
•

•

Staff should regularly wash their hands with soap for at least 20 seconds. Emphasise that
they should keep washing their hands all the time, even when they are at home, to prevent
bringing the virus into the shop.
Ensure staff take regular breaks to wash their hands.
Provide hand sanitizer for customers to use when they come in and as they leave the shop.
Introduce card-only payments. It is perfectly legal to refuse cash payments. Ensure signage is
clear on this, and visible before customers reach the till.
It may be possible to encourage customers to scan their own books and take a bag from the
customer side of the till. Thus you will only be dealing with the payment side of the
transaction and won’t need to touch the book.
Ask people to pay by contactless if possible. The limit for contactless payments has been
raised to £45 in the UK and €50 in the Republic of Ireland.
Encourage customers to shop alone where possible. Decide in advance if/how many children
they can bring into the shop.
Rotate high touch stock.
Should bookshops set aside special times for more vulnerable, at-risk people to visit? You
could consider this, but also recommend that these groups keep ordering online or by
telephone/email for their owns safety.
Dogs: Public Health England says there is no evidence of COVID-19 spreading among pets or
other animals. However, they say that people wash their hands before and after handling a
dog. Therefore, It might be wise to stop dogs coming in while there is still a high incidence of
the virus, to reduce the temptation of staff or other customers to pat them. (Guide dogs
excepted, of course.)

The government advice for retail environments recommends, ‘Limiting customer handling of
merchandise, for example, through different display methods, new signage or rotation of high-touch
stock.’ We need to put up sugns about not picking upa bookshop where browsing is allowed, so bear
it in mind when considering phased reopening while the epidemic is ongoing.
Cleaning
You can use your standard disinfectant products.
•
•

•
•
•
•
•
•
•

Deep clean the bookshop before opening.
Create daily hotspot cleaning list of key touch points – e.g. interior and exterior handles
(including back doors and delivery points), stair/escalator handrails, lift buttons, keypads,
telephones, tills and touch screen tills, card readers.
Wipe equipment with disinfectant regularly. Encourage the use of disinfectant wipes or
disinfectant and cloth on equipment – especially tills and card readers – between uses.
Clean plastic screen in front of till regularly.
Introduce frequent cleaning of work areas – at least at the beginning and end of the day. The
more frequent the better.
Empty bins more often than usual, using gloves.
Clean toilets regularly, especially touch points such as door handles, flushes, taps, etc.
Create a cleaning schedule and allocate duties among staff, including you.
The government guidance (see Risk Assessment above) includes specific cleaning guidelines
to follow if you have had an instance of COVID-19 in the bookshop.
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Personal protective equipment (PPE) and protective screens
UK Government advice is that PPE, including facemasks, is only necessary for those working in
clinical situations, or who are in very crowded spaces such as public transport. It says: ‘COVID-19
needs to be managed through social distancing, hygiene and fixed teams or partnering, not through
the use of PPE.’
However, it is good practice is to supply masks, gloves or visors to colleagues who request them. It is
important that these are used correctly to minimise the risk of infection.
A bookshop in New Zealand which has reopened after the virus found that staff wearing masks does
convey to customers the seriousness of following distancing rules.
The use of PPE does not replace or reduce the need to keep up handwashing, to clean surfaces
regularly and to follow social distancing rules.
•

•

•

•

Visors: If you supply re-useable visors, remind colleagues to clean them regularly during use,
and before and after each use. These can look rather frightening, particularly if you have
children coming into the shop.
Face masks and face coverings: The two are not the same – the Government advises that
supplies of clinical masks or the industrial type used to dust/spray should continue to be
reserved for those who need them, such as health and care workers.
The evidence suggests that wearing a face covering does not protect the wearer, but it may
protect others if you are infected but have not developed symptoms. If your staff want to
use a face covering, encourage them to follow hygiene guidelines (see Quick Guide to Safe
Practice at the end of this document).
Gloves: Again, it is up to you. There is a view that the virus is more likely to be transmitted
on gloves than on regularly washed hands.

Supply of PPE and screens:
The Booksellers Association is providing a grant of £50 (or € equivalent) per member to reimburse
you for the purchase of protective screens for till points, or for other protective materials. The BA
has also produced a Re-opening Point of Sale Kit – information about what’s available is included at
the beginning of this guide.
A list of suggested suppliers for PPE and other resources is also included at the end.
Reorganising your bookshop for reopening
Things to consider:
• Reduce furniture to allow better spacing.
• Reorganise layout to allow a one-way flow, supported by signage.
• Erect Perspex screens around sales desks.
• Set up till desk near the door, perhaps enclosing customers at the front of the shop with
another table at right angles, to allow for click-and-collect or ‘Argos-style’ opening. Having
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•
•
•
•
•
•
•
•
•
•
•
•
•
•

the desk near the door also means that the person staffing the desk can control numbers
coming into the shop, ‘Maître D’ style.
Tech and electricity points – will these fit the planned layout? Can you safely run extension
leads?
Add stations for hand sanitiser by the door – customers should use sanitiser as they come in
and as they leave the shop.
Add stations for hand sanitiser in staff areas.
Provide paper towels or hand dryers for toilets, and bins for disposal (rather than using
ordinary towels).
Provide tissues for staff and customers, to encourage sneezing/coughing into a tissue.
If you have toilets which are normally accessible to customers, consider restricting them to
staff only.
Remove spinners and, if necessary, marketing displays to keep aisles clear to facilitate social
distancing, and to reduce handling by customers.
Greetings cards – research shows that the virus does not last as long on cardboard as on
plastic, so if you do want to sell cards, they are better without plastic sleeves.
Remove or limit customer seating in store. This includes children’s seating areas.
Screen/cordon off café areas to prevent customers using them as seating.
Keep till areas clear of bookmarks, piles of books, small purchase items etc.
Reduce the number of non-book items customers are likely to pick up and examine. For
example, display book tokens out of reach behind the desk.
Devote a small area of your premises to processing and packing orders if you are handling
these in the shop rather than through a wholesaler.
Tea/coffee and lunch facilities for staff: encourage staff to bring flasks and packed lunches,
taking their own rubbish home. This might cut down opportunities to transmit the virus on
kettles, utensils etc.

Signage and messaging
It is important to let customers know how to behave in the shop, both before they come in and once
inside. Consider where best to locate signage for maximum impact.
Use BA Reopening POS Kit for posters, till notices, shelf wobblers and so on, to inform
customers both outside and inside the shop of social distancing and safety measures.
• Use pavement and floor stickers to mark 2 metre distance; these are provided in the BA
Reopening POS Kit. You can supplement with high-vis sticky tape.
• Amplify signage with your own if need be. Keep messages simple and to the point. For
example, compare the impact of:
‘Could all customers remember to social distance please,’ with: ‘Keep Your Distance Please!’
Some shop owners are concerned that signage could seem too bossy – but one has to err on the
side of clarity and safety.
•

•
•
•
•
•

Update existing signage e.g. remove any offering free tea/coffee
If you have a second floor, signage to instruct: one person at a time on the stairs.
Put reminder signage in staff areas too.
Create safety messaging for delivery drivers to ensure deliveries can take place safely
Create online flags about your opening plans, asking customers to order in advance etc.
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•

Think about how messaging will have to change over time as access to the bookshop widens,
and make tentative plans for dates when websites, social media and physical signage should
be updated.

Mental health and wellbeing
Staff members may have lost relatives or friends during the COVID-19 outbreak. Some will simply
have been traumatised by the relentless news and frightening statistics. So might you.
The retailTRUST reports that many retailers are feeling stressed and anxious – which is perfectly
normal in these circumstances. They have also heard from many people with sleeping difficulties, an
increase in drinking, old losses coming to the surface and relationship breakdowns.
Staff : Some staff will be ready, others may prefer to remain furloughed for longer, particularly those
who have been ill and those with additional caring responsibilities, including children at home from
school. You will need to consult all staff about returning to work.
As well as the stresses placed on people because of lockdown, staff will vary in their ability to return
smoothly back to work. How will they cope with coming back to work after a long furlough?
Colleagues in Germany and New Zealand who have already reopened found some employees were
anxious about returning or were overwhelmed with coming back from furlough into a full-time, busy
environment.
If your colleagues are stressed or suffering from mental health issues, listen but don’t try to fix their
problems. Signpost them to the retailTRUST.
You: Some booksellers have worked singlehandedly to keep sales going, the shop’s online presence
high and to make deliveries. As a result, many bookshop owners/managers are exhausted and
stressed. As soon as you have re-established practical staff levels and opening, try and take a break –
know your limits. It won’t do the bookshop any good if you become ill.
Find support through the retailTRUST
You and your staff can call the retailTRUST if you need to talk to someone outside your own circle.
Make your employees aware of the retailTRUST’s free, confidential wellbeing services which
available to all staff of BA members – and to anyone over 18 who lives with them. The retail TRUST
can provide counselling and debt advice among other services. Through their website, BA members
can also access specific advice on the COVID-19 situation, which is being regularly updated to add
new advice. It includes a section on dealing with difficult, anxious and aggressive customers and on
sleeping difficulties, for example.
Initially, go to the Trust’s website, www.myrtwellbeing.org.uk which also has details of a freephone
number. If you register for support, register as Booksellers Association not your individual bookshop.
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Stock
New stock
Ordering, delivery times and publishing dates have been adversely affected by the lockdown,
including the closure and potential sale of Bertram’s.
•
•

•

Doing a full stock-take before re-opening could be useful, including re-assessing held
orders/restock orders which were not sent just before lockdown.
The BA has surveyed major publishers and Gardners, and a full breakdown of their current
order, payments and delivery details is available via the BA website’s Coronavirus Resources
page (scroll to the bottom to Distributor Arrangements):
https://booksellers.org.uk/industryinfo/industryinfo/Coronavirus-Resources-forBooksellers#Retailer-Resources
During lockdown, you may have avoided advanced new title buying. Some booksellers will
be eager to connect with publishers for new titles, while others may prefer to concentrate
their buying on current sellers.
To keep track of the revised publication dates for upcoming titles, The Bookseller has
collated a spreadsheet listing publisher-supplied data of delayed titles: see
https://www.thebookseller.com/titles-postponed-publication-dates
Other sources of information include wholesaler and publisher lists, Edelweiss+ and Books in
the Media.

•

•

•
•
•

•

•

Review titles you may have missed in April/May/June. Another useful spreadsheet from The
Bookseller covers April, May, and June titles previously previewed in the magazine whose
publication dates have not changed: https://www.thebookseller.com/unchanged-releasedates .
Review hardbacks in stock which have now gone into paperback, those which now won’t go
into paperback and titles where sales potential has fallen over the months of lockdown.
Adjust returns accordingly.
Try clearing back-stock by bundling up and doing special offers.
Where you have room in new layouts, create fresh displays for new titles to include
supporting titles that were denied coverage by the closure.
Many publishing sales reps will remain furloughed for some time, while some will be
available to ‘meet’ remotely, depending on the publisher. Penguin Random House, for
example, is considering producing online presentations about new titles that booksellers can
watch live or recorded, rather sending reps out yet.
Publishers will understand if booksellers don’t yet have the time or head space to see reps
immediately, even if reps will be keen to sell in autumn titles. Publishers need to be
communicating in general with booksellers with an understanding of the situation that
bookshops face.
The Bookseller magazine is offering a free three-month subscription for independent
booksellers (including existing subscribers), to keep you in touch. New subscribers can enter
the code: INDIETRIAL at checkout.

As you know, the BA is lobbying publishers to step up extras and exclusives for independent
bookshops to help increase footfall and lure back customers who may have been using Amazon
during lockdown – and to especially to encourage authors to point customers to high street
bookshops as reopening occurs.
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Supply and returns
•

•
•

•

•
•
•

A summary of current supply and payment arrangements from Gardners and three major
publishing groups has been compiled by the BA, with a link from the BA website’s
Coronavirus Resources page:
https://booksellers.org.uk/industryinfo/industryinfo/Coronavirus-Resources-forBooksellers#Retailer-Resources
Gardners shop deliveries have largely returned to normal, with some limitations due to
reduced staff. The wholesaler is still offering home deliveries to customers.
The situation on ordering direct from publishers is varied, but many are encouraging
booksellers to order by electronic means such as EDI or PubEasy, rather than telephone as
many staff are still working at home. Supply may be slower than normal.
The situation on returns to publishers is varied, but several of the major houses have
reopened their returns warehouses. The situation regarding returns to Bertrams is, at the
time of writing, uncertain.
Note that PRH is moving its warehouse and will not authorise or acknowledge returns until
20th June 2020.
The Bertline ordering system should continue to work as usual – the BA’s technology arm,
Batch, is taking over the running of Bertline to provide consistency to BA members.
Communicate with suppliers about overdue damaged returns. (One bookseller has written
these off and given them to their village with Sunday book-boxes outside the house.)

Events and community
•
•
•
•

Reach out to local business partners to just check-in (for example, event partners, charities
you support, other local businesses).
What can you organise with them to celebrate the high street coming to life again?
Set a long-stop date before which your bookshop won’t host an event, so that team can
easily reply to publicist requests before that.
Think about services you could offer at a distance, such as a subscription service or book
bundles, once you have the capacity. This could make purchases easier for customers who
are still in at-risk groups and may be isolating for some months yet.

It may be some time before group events can be held in person again. Many booksellers are already
offering events online – what could you do to keep your profile high and customers engaged?
•

•

•

Hold book groups or children’s story time online, through Zoom, Facebook Live or local town
platforms. Be realistic about the time needed to organise these; don’t take them on if it will
be too much.
The ‘At Home with 4 Indies’ group of bookshops have been holding online author events
using Facebook live, with questions sent in ahead of the event by people signing up to
attend. Other bookshops can tag themselves into this, to increase their customer offer.
BA is asking publishers for authors to support bookshops through continuing, effective
online activity.
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For updated information from the BA and fellow booksellers, join The Booksellers Network on
Facebook. This is a private network for booksellers set up by the BA.

Sources of information
Government websites etc
www.gov.uk/guidance/working-safely-during-coronavirus-COVID-19/shops-and-branches
https://www.gov.uk/coronavirus
https://gov.wales/coronavirus
https://www.gov.scot/coronavirus-covid-19/
https://www.nidirect.gov.uk/articles/coronavirus-covid-19-overview-and-advice
https://www.gov.ie/en/campaigns/c36c85-covid-19-coronavirus/
Booksellers Association Guide to Social Distancing on Re-opening For Bookshops, extracted from:
British Retail Consortium (BRC) and USDAW (Union of Shop, Distributive and Allied Workers) guide,
Recommended Implementation Practices for Non-Food Retail Stores.
Thanks to BA members and the BA Independent Booksellers Forum, and to booksellers sharing
experience via The Booksellers Network on Facebook:
https://www.facebook.com/groups/1296333317079056/
On how the infection spreads:
www.gov.uk/government/publications/wuhan-novel-coronavirus-infection-prevention-andcontrol/transmission-characteristics-and-principles-of-infection-prevention-and-control
https://www.nejm.org/doi/full/10.1056/NEJMc2004973

Suggested suppliers for PPE and related items
Gardners has secured supplies of disposable face masks and shielding face visors which you can
purchase. Initially, supply will be limited one pack per shop on a first come, first served basis and
delivery will take seven days. Email ppe@gardners.com with your account number, shop name and
delivery address. Bookshops who are not Gardners customers should email and then pay with a
credit card to secure their order.
Other suggested suppliers for reopening resources:
Hand Sanitiser: https://www.postofficeshop.co.uk/facilities-supplies/cleaning-andjanitorial/hygiene-products/mrs-gleams-50ml-antibacterial-hand-gel-pack-of-24handgel50/?gclid=CjwKCAjw1v_0BRAkEiwALFkj5r170wBFozLD6xKGWGrP_bXH0lqulANE4KSr8PXpU
WUo7-fF2J_eBxoCIPcQAvD_BwE
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Sanitizing Solution: https://kudosgiftwrap.co.uk/products/sterizen-anti-bacterial-surface-spraypacks-of-12
Face Shields: https://kudosgiftwrap.co.uk/products/face-shield-packs-of-10 Floor Stickers (Stand 2m
apart) https://kudosgiftwrap.co.uk/products/self-distancing-floor-stickers-packs-of10?variant=32272531357778
Fabric Face Masks: https://www.printed.com/order-wizard/product-options/fabric-face-masks A4
Face Masks/Shields & Protective Gloves: https://www.fluidbranding.com/sourcing-facemasks#enquireNow Box of 50 pairs
Clear Vinyl Disposable Gloves: https://www.thesafetysupplycompany.co.uk/p/8806273/supertouch--clear-medical-powderfree-vinyl-gloves---food-safe-200272ec---conforms-to-en455-1-4---box-of-50pairs---st-11401.html 100pc.
Dispense Pack Nitrile Disposable Gloves: https://www.anveyco.com/collections/health-personalcare/products/nitrile-disposable-gloves-powder-free-food-grade-gloves-latex-free-100-pc-dispenserpack
Floor Stickers (Queue Here): https://kudosgiftwrap.co.uk/products/queue-here-floor-stickers-packsof-10?variant=32272526999634
Floor Stickers (Stand 2m apart): https://www.ukpos.com/social-distancing-floor-mats
Floor Stickers (Stand behind this line): https://www.ukpos.com/social-distancing-floor-queuestickers
Vinyl Floor Stickers and A3 floor stickers: https://www.printed.com/order-wizard/productoptions/vinyl-floor-stickers

15

Quick Guide to Safe Practice for Bookshop Staff
If you feel ill:
•

Do not come to work if you have symptoms which could be COVID-19 coronavirus,
particularly a high temperature or new, continuous cough.

•

If you develop these symptoms or feel unwell at work, tell the shop manager and go home
straight away, then follow government self-isolation guidelines. Don’t go to your GP, the
pharmacy or hospital without first contacting NHS 111 online or by phone. Call 999 if you
become seriously unwell.

•

If you think you have the virus, order a test via www.nhs.uk/coronavirus in the UK, or via
your GP in the Republic of Ireland.

At work:
•

Wash your hands as soon as you get to work and when you arrive home.

•

Regularly wash your hands in soap and water for at least 20 seconds while at work.

•

Use hand sanitiser regularly if you can’t leave the shop floor to wash your hands.

•

Try not to touch your face.

•

Do not share items such as pens or clip boards.

•

Maintain a 2 metre distance from everyone else in the shop – including other staff.

•

Social distancing measures apply in staff-only areas as well as in the main shop.

•

Cover your mouth and nose with a tissue or your sleeve (not your hands) when you cough or
sneeze.

•

Put used tissues in the bin immediately and wash your hands afterwards.

•

If you have contact with a customer or staff member who is unwell, you should immediately
wash your hands thoroughly. You do not need to go home if this happens.

•

Continue to wash your hands regularly when you are at home and observe 2 metre socialdistancing rules wherever you are. This will reduce the chances of your bringing infection to
our bookshop.

•

If you are using a face covering:
o

wash your hands before putting a face covering on, and after removing it

o

avoid touching it when wearing it

o

change it if it becomes damp or if you’ve touched it

o

continue to wash your hands regularly

o

change and wash it daily.
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BA Sample Risk Assessment for Reopening your Bookshop
Bookshop
Activity
Reopening of store following COVID-19 lockdown
Activity/ Task

Reoccupation of
the bookshop

Hazard/Risk

Degradation of
the building
during lockdown
Lack of key staff
due to
furloughing

Persons at
Risk

Controls in Place

All employees
Customer
Contractors

• Checking of shelving units
and displays to ensure
they’re structurally sound.
• Check that the CCTV and
alarm system are
functioning
• Key staff levels, such as
first aiders, to be
considered to ensure
continued cover.
• Any issues with the
building to be rectified
prior to reoccupation.
• Training and information
will be required to give
staff and customers the
confidence that the risks
are being controlled.
• Shielded individuals not to
be permitted into the
bookshop and vulnerable
people to be given extra
consideration.
• Minimise person to person
contact when accepting
deliveries.

Date of Assessment:
Name of Assessor:
Further controls
needed

Date to be
Actioned

Additional Controls
Required

• Checks for
damage to the
structure, roof,
windows or
fixtures
• Water supply
checked and
steps taken to
ensure no
presence of
legionella in
water supply
for café.

14/6/20

• Guidance and
recommended risk
control measures will
be sourced directly
from the GOV.UK or
devolved nations
websites wherever
possible.
• Control measures will
be revised and
updated regularly.

17

Working within
the shop

Contact with
persons suffering
from coronavirus

Employees
Customers

• Social distancing to be
maintained at all times,
measures include:
o Removal of displays in
store to ensure space for
distancing.
o Two metre markings for
queuing areas internally
whilst maintaining safe
walking routes.
o Contacting Local
Authority to ensure
external queues meet
their guidance.
o Using the Booksellers
Association POS kit to
make social distancing
requirements clear to
customers
o Reducing opening hours
to ensure staff are able
to restock shelves safely.
o Having staff meetings
remotely.
o Staggering of staff break
times
• Signs to be erected on the
front door advising
customers not to enter if
they have symptoms and
limiting the number of
customers in the shop.
• Hand sanitiser to be

• Consider the
implementation
of a vulnerable
person hour
with strict
controls and
reduced
numbers.
• Perspex screens
to be installed
at the till area
• Check all fire
and gas safety
measures are
still fit for
purpose due to
introduction of
social
distancing
measures

14/06/20

• Guidance and
recommended risk
control measures will
be sourced directly
from the GOV.UK or
devolved nations
websites wherever
possible.
• Control measures will
be revised and
updated regularly.
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provided at all entry
points.
• Unnecessary contact
points to be avoided, such
as handshakes and pat on
the back.
• Consider, where possible a
one way system within the
bookshop to reduce
congestion.
• Where two doors are
present, assign one as an
entrance and the other as
an exit.
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Working within
the shop cont.

Staff spreading
the virus to
fellow
employees and
customers

Employees
Customers

• Daily checks of staff to be
completed to include
asking about potential
symptoms and whether
members of their
household have
symptoms. This will be
completed verbally.
• Basic infection controls
should be followed as
recommended by
Government guidance:
o Covering of mouth and
nose with a tissue or
sleeve (not hands) when
you cough or sneeze.
o Put used tissues in the
bin straight away.
o Wash your hands with
soap and hot water often
– use hand sanitiser gel if
soap and hot water are
not available.
o Try to avoid close contact
with people who are
unwell.
o Clean and disinfect
frequently touched
objects and surfaces
(including equipment).
o Do not touch your eyes,
nose or mouth if your
hands are not clean

14/6/20
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General shop
work

Contact with
contaminated
surfaces

Employees
Customers

• Keep customer toilets
locked when not in use to
ensure staff are aware of
each use and that the
toilet is cleaned after each
use by staff wearing
appropriate PPE (see
below for PPE
requirements).
• As well as providing hand
gel at the door we will
maintain a stock of
disposable gloves for
customers
unwilling/unable to use
hand gel.
• PPE to be worn by staff
when not behind Perspex
screen:
o Visor.
• PPE to be worn by staff
when carrying out
cleaning:
o Disposable
gloves
o Face
covering
• Strict hygiene
requirements including a
single wear policy for Store
clothing or uniforms,

• Setting up a
quarantine area
for books
returned by
customers.
Returns will
remain in
quarantine for
72 hours before
being made
available for resale.

14/6/20

• Provide nonlatex disposable
21

General shop
work cont.

Contact with
contaminated
materials

All employees
Customers
Contractors

guidelines for cleaning
clothing and measures for
dealing with spoilt clothes.

gloves for use
by staff and
customers who
are allergic to
latex.

• Placing of signage
requesting customers
reduce the touching of
goods unless intending to
purchase.
• Ask customers to dispose
of their own waste straight
into unlidded bins.
• Post can be handled by
staff, but hands must be
washed afterwards.
• Deep clean to be
completed prior to
opening and regularly
thereafter.
• Contact points (such as
doors) to be cleaned
frequently.
• Customer toilets to be
thoroughly sanitised after
each use
• Stocks to be kept up for:
o Hand soap
o Hand sanitiser
o Disposable tissues
o Paper towels
• Measures will be put in

• Insert new
COVID cleaning
requirements
into cleaning
rota.
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place to control exposure
to cleaning chemicals.
• Waste to be placed in a
lined bin, once full the liner
will be tied and disposed
of, immediately followed
by hand washing.
Signed by
assessor
Signed by
Manager

Date
Date
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