
Linlithgow Coronavirus Support 
 

Proposals for Closedown of Service 
 
 
Linlithgow Coronavirus Support was set up as a temporary service to support those 
affected by the COVID-19 lockdown, in particular, those who are shielding or 
otherwise advised to self-isolate, and those who are concerned by the crisis or a lack 
of social contact.  When the lockdown lifts and things return to normal - albeit a ‘new 
normal’ - the service should come to an end.  This document sets out the 
arrangements for the closedown of the service. 
 
At a Scottish level, it was announced on 23 July that people who are shielding will be 
permitted to visit indoor shops and pharmacies from 24 July.  Once shielding is 
paused (expected on 1 August, to be confirmed at the end of July), restrictions on 
people who are shielding will be lifted and, for example, they can return to their 
workplace, if COVID-secure.  At the same time weekly grocery boxes will stop, 
although people facing difficulty can ask for additional advice and help. 
 
Timing  
It is proposed that the Linlithgow Coronavirus Support service continues for two 
weeks after shielding is paused and then will itself be paused (i.e., will no longer 
accept requests for assistance, though the structure and procedures will remain in 
case the service needs to be restarted).  If that is agreed, the last day of service 
would be 14 August, if shielding is paused as expected on 1 August.  That is at least 
three weeks after people who are shielding are permitted to shop for food or collect 
prescriptions. 
 
After the service is paused, an invoice for reimbursement of travel costs will be sent 
to Linlithgow Development Trust. 
 
Notification 
Once the pausing date for shielding is confirmed, the recorded message on the 
phone line and the auto-reply on gmail (if available) will be changed to give the date 
that the service will be paused and confirming that the service will still respond to 
requests until then. 
  
Notification of the forthcoming closure will be given on the MyLinlithgow website and 
Facebook, and sent to churches to be included on their websites.  An advert should 
also be placed in the Gazette, and Black Bitch/Arrow/Konect, intimating the closure 
of the service and publicly thanking the volunteers. 
 
Once the service is paused, the recorded message on the phone and the auto-reply 
on gmail will be changed to say that the service is now closed and, if possible, the 
voicemail function on the phone disabled. 
 
Clients 
Once the service pausing date has been set, coordinators dealing with requests for 
shopping or prescriptions will inform clients of the pausing date and discuss how 
they will manage once the service is paused.  The 5 or 6 ‘regular’ clients of this part 
of the service will be contacted directly to discuss the pausing of the service.  If any 
client requires continuing assistance we will ask the volunteers if anyone is willing to 
continue to help them as a private arrangement in the medium to long term, with the 



client reimbursing the volunteer directly.  If no suitable volunteer can be found, we 
will discuss it further with the client to see if a solution can be found. 
 
Clients of the telephone support service will be contacted and a suitable 
arrangement made in light of their individual circumstances. 
 
Volunteers 
All volunteers and coordinators will be emailed to be told about the pausing of the 
service and thanked for their contribution.  Once the service is paused they will be 
asked to securely destroy all notes, emails, etc, which contain names, addresses, 
telephone numbers, emails addresses or any other personal data.  They will also be 
informed that the service will retain their personal data for one year, or until the 2020 
accounts of St Michael’s Parish Church and the Linlithgow Community Development 
Trust are approved, whichever is later.  They will be asked if they are still willing to 
be called upon if the service needs to be resumed.  They will also be invited to take 
up other local volunteering opportunities.  
 
It has been suggested that there could be a reception for volunteers and 
coordinators, not only to show appreciation for their help but also to put faces to 
names and voices.  Any such reception should take place later in the year, when 
social distancing requirements have been relaxed further, and could perhaps take 
the form of an informal civic reception, or at least include a presence from the local 
Councillors to mark their appreciation.  Such an event would provide a photo 
opportunity for the Gazette and Facebook. 
 
Some people volunteered later in the process and were not vetted or approved, but 
their names and contact details were retained in case they were needed.  They will 
be thanked for their offer by email and also invited to take up other local volunteering 
opportunities.  Their personal details will be deleted after a month. 
 
Records and Personal Data 
Records of service and the personal data of clients, volunteers and coordinators will 
be retained for one year, or until the 2020 accounts of St Michael’s Parish Church 
and the Linlithgow Community Development Trust are approved, whichever is later.  
If the service has not resumed in that time the records and personal data will then be 
securely destroyed. 
 
The personal data passed to St Michael’s Parish Church for processing the financial 
transactions will be held in accordance with that church’s data retention policy. 
 
The details of people who offered help, but whose applications were not processed, 
will be deleted shortly after they have been thanked. 
 
When and How will the Service Re-open? 
It is difficult to be precise about the circumstances in which the service would 
resume, but examples would be if a second lockdown was introduced locally or 
nationally, or those shielding or other groups are again asked to self-isolate.  At that 
point the existing bank of volunteers would be contacted and asked if they are still 
available to help. 
 
 
Date: 23 July 2020 
 


