
 

 

GUIDANCE ON  PREVENTING  

THE SPREAD OF CORONAVIRUS 

IN THE WORKPLACE 
 

We understand that the continued 

Government restrictions relating to 

Coronavirus have meant new ways of 

working and new ways to manage 

employees. To help during these 

challenging times, we’ve summarised below 

the things you may wish to consider that 

could help you and your employees to 

continue to work safely. However, as we 

have not been able to visit your premises, 

we are unable to make explicit 

recommendations. 
 
Coronavirus can be spread when people 

with the virus have close, sustained contact 

with people who are not infected. Touching 

contaminated surfaces may also spread the 

virus. Remember people may have no 

symptoms but still carry the virus. 
 
The exact measures you must take to stop 

the spread of Coronavirus in your workplace 

is dependent upon your work sector and 

activities. However, there are some key 

actions we can all take to minimise the 

spread of the infection when at work. 

 

To protect everyone, you should remind staff 

daily to only come into work if they are well 

and no one in their household is displaying 

symptoms of Coronavirus or have tested 

positive and are required to self-isolate. 

 

 

 

 

 

You should try to follow Government guidance 

and work from home. Government advice is 

that employers take every possible step to 

facilitate employees working from home 

rather than on-site. Remember if you are 

asking employees to work from home then 

you must continue to ensure their health and 

safety. Please refer to our Working from Home 

Guide on the resource hub for further 

information on this. 
 
If you cannot facilitate working from home 

and your staff must continue to work on-site, 

you must introduce sensible health and 

safety control measures. 

 

CLEANING AND DISINFECTING 

Review your cleaning and housekeeping 

regime and consider all frequently touched 

surfaces, such as door and window handles, 

light switches, shared equipment, tablet 

screens etc and add them to the schedule and 

increase the frequency of cleaning. 
 
You should be able to continue using 

your existing cleaning materials but don’t 

forget about the safe disposal of waste 

materials, especially where these may be 

contaminated with the virus (e.g. 

disposable PPE, tissues, wipes, 

packaging).  
 
Make sure you monitor the effectiveness of 

your cleaning measures. Consider 

implementing a cleaning check sheet to 

confirm cleaning has been undertaken 

correctly. 

 

 

 

 

 

 

 

 

  

https://www.nfumutual.co.uk/about-us/coronavirus/health-and-safety-business-support/
https://www.nfumutual.co.uk/about-us/coronavirus/health-and-safety-business-support/
https://www.nfumutual.co.uk/about-us/coronavirus/health-and-safety-business-support/


 

 

MANAGING AND ENFORCING SOCIAL 

DISTANCING 

You must be able to comply with 

Government guidelines and ensure you 

implement the appropriate social distancing 

measures which are, where possible, to 

maintain a two-metre distance from others, or 

where this is not possible 1 metre with extra 

precautions in place (such as wearing face 

coverings or increasing ventilation indoors).  
 

Involve your staff by encouraging them to 

come up with ways to support this, as they’ll 

often be best placed to recommend changes 

to ways of working in their areas. Businesses 

should also look to the advice being 

published by the Government, trade 

associations and similar groups.  
 

Social distancing is not only important for you 

and your staff, but also to others, so 

consideration should also be given to how to 

manage interactions with contractors, 

customers, visitors and members of the 

public.  

 

ALLOWING FOR AND ENFORCING 

GOOD HANDWASHING TECHNIQUES 

The simple act of hand-washing with soap 

and running water is the best way to prevent, 

control and reduce the risk of infection from 

Coronavirus. 

So, ensure employees have access to 

washing facilities or hand sanitising stations 

and provide staff with information on good 

handwashing techniques: 

• Wash your hands more often than usual 

• Wash hands for 20 seconds using soap 

and hot water, particularly after coughing, 

sneezing and blowing your nose, after 

being in public areas and after touching 

hard surfaces such as door handles 

• Use an approved hand sanitiser if you 

don’t have access to washing facilities. 
 
 
 
 
 

You could also display Hand Hygiene Posters 

e.g. from World Health Organisation. 

 

PROVIDING GOOD VENTILATION 

Good ventilation can help reduce the risk of 

spreading Coronavirus. You should 

consider ways of improving the general 

supply of fresh air in your workplace for 

example by opening windows and doors 

even if this is to the detriment of your 

employees’ thermal comfort. 
 

You can continue to use most air 

conditioning systems as normal but turn off 

those that recirculate air and only use a fresh 

air supply. If you are unsure check with your 

air condition/ heating engineer. 

 

SICKNESS AT WORK – SUSPECTED 

CORONAVIRUS AND OUTBREAK 

MANAGEMENT (TEST AND 

TRACE) 

If someone becomes unwell in the 

workplace with Coronavirus symptoms, 

they should: 

 

• tell their Supervisor immediately and 

go home 

• avoid touching anything 

• only cough or sneeze into a tissue and 

put it in a bin, or if they do not have 

tissues, cough and sneeze into the 

crook of their elbow 

• use a separate bathroom from others, if 

possible. 

 

If the unwell person lives alone, they must self-

isolate for at least ten days, arrange to have a 

Coronavirus test, and follow Test and Trace 

guidelines. As the employer you should 

consider a welfare check via text / telephone to 

see if the staff member requires help. 
 
If they live with others and are the first to 

have symptoms, they must self-isolate for 

ten days. Everyone else in their household 

must self-isolate for 14 days. 

 
  



 

 

Current Government guidance states that 

for a suspected case of Coronavirus it is not 

necessary to close the business or workplace 

or send any staff home. However, you may 

wish to send home those who have been in 

close contact with a person suspected of 

having Coronavirus as a precautionary 

approach to stop any potential virus 

spreading in the workplace. It would also be 

advisable to try and trace which colleagues 

the infected individual has been in close 

contact with in the previous 14 days.  

 

A useful way to manage an outbreak of 

Coronavirus in your workplace is to 

download and follow the relevant 

Government’s advice card ‘COVID-19 Early 

Outbreak Management’ available on the 

Government website. These advice cards 

provide advice on what to do with the 

individual, how to trace close contacts to that 

individual at work, how to protect the 

workplace and when to contact the local 

health authority.  

 

In certain scenarios you are also required by 

law to report a suspected case of 

Coronavirus absence to Health and Safety 

Executive (RIDDOR).  

 

EMPLOYEES RETURN TO WORK AFTER 

SUSPECTED CORONAVIRUS 

When the employee is ready to get back to 

work (when they are symptom free and have 

completed the required period of self-

isolation) consideration should first be given 

to whether the individual can work from 

home. 
 
If this is not possible, check with your staff 

member to identify if additional support is 

required to help them back into work, such 

as: 

• more frequent rest breaks as they may still 

be suffering with fatigue or other lingering 

symptoms of the disease 

• a change to their job or shift pattern to 

make it easier for them to phase a return 

back to normal work 
 
 

 

 

 

 

Make sure you communicate their return to 

work date to the individual’s direct colleagues 

and alleviate any concerns they may have 

about this. 
 

 

 

ONCE BACK IN THE WORKPLACE 

• Remind your employee about the 

COVID secure measures that are in 

place within the workplace such as social 

distancing rules, hand washing and 

cleaning regimes. 

• Continue to make sure that extra 

cleaning and sanitisation is happening 

across the site or office. 

• Ensure staff members have access to 

drinking water to keep themselves 

hydrated. 

 

 

MANAGING CONTRACTORS AND 

VISITORS ON SITE 

The key consideration is to have no, or as 

little, contact as possible with contractors 

during the pandemic, however there will be 

circumstances in which you will need them 

to come to your premises. 
 
If a visit is necessary: 

• Check that no one has any symptoms 

before allowing them on to site 

• Agree location and nature of activity on-

site and keep in contact via the phone 

• Ensure they have all relevant information 

they need about the location, including 

any hazards such as overhead power lines 

and public footpaths 

• Where possible avoid all face to face 

contact by using phones and radios 

• Maintain the required social distance if 

you have to meet 

• Transfer information electronically or by 

text if possible 

• If paper is unavoidable, exchange it at 

arm’s length and wash hands afterwards 

 

 

 

 

 

 



 

 

• If you have to travel, use separate vehicles 

where possible 

• Ensure buildings and equipment are 

sanitised before and after use by 

contractors 

• Remember contractors have the right to 

use your hand washing and toilet facilities, 

which you should clean and sanitise more 

regularly. 

 

You must still follow your normal contractor 

vetting procedures. You’ll also need to 

discuss safety measures with any contractor 

coming on to site and supervise the work to 

ensure that it is done safely. 
 
Always check that your contractor has public 

liability insurance with an adequate 

indemnity limit. 

 

 

 

 

 

USEFUL SOURCES OF INFORMATION 

 

For further information please see:  

Gov.uk Coronavirus (COVID-19) 

 

And additional guidance for: 

Scotland  

Northern Ireland  

Wales 

 
 

General Government advice 

Cleaning and disinfecting 

 

Staff sickness and return to 

work: 

gov.uk/coronavirus 

111.nhs.uk 

acas.org.uk/coronavirus 

  

https://www.gov.uk/coronavirus?gclid=EAIaIQobChMIkPXSqOq_6QIVi7HtCh2SpAnHEAAYASAAEgLW9vD_BwE
https://www.gov.uk/coronavirus?gclid=EAIaIQobChMIkPXSqOq_6QIVi7HtCh2SpAnHEAAYASAAEgLW9vD_BwE
https://www.gov.uk/coronavirus?gclid=EAIaIQobChMIkPXSqOq_6QIVi7HtCh2SpAnHEAAYASAAEgLW9vD_BwE
https://www.gov.scot/coronavirus-covid-19/
https://www.gov.scot/coronavirus-covid-19/
https://www.gov.scot/coronavirus-covid-19/
https://www.gov.scot/coronavirus-covid-19/
https://www.gov.scot/coronavirus-covid-19/
https://www.gov.scot/coronavirus-covid-19/
https://www.nidirect.gov.uk/campaigns/coronavirus-covid-19
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https://gov.wales/coronavirus
https://gov.wales/coronavirus
http://gov.uk/coronavirus/business-support
http://gov.uk/coronavirus/business-support
http://gov.uk/coronavirus/business-support
http://gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings
http://gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings
http://gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings
gov.uk/coronavirus
gov.uk/coronavirus
gov.uk/coronavirus
gov.uk/coronavirus
gov.uk/coronavirus
gov.uk/coronavirus
http://111.nhs.uk/
http://111.nhs.uk/
http://111.nhs.uk/
http://acas.org.uk/coronavirus
http://acas.org.uk/coronavirus
http://acas.org.uk/coronavirus


 

 

This guidance is provided for general information purposes only. This guidance does not constitute, nor should 

it be construed as constituting, legal or other professional advice. No warranty, whether express or implied, is 

given in relation to this guidance. We shall not be liable for any technical, typographical or other errors or 

omissions within this guidance and shall not be responsible for any action or decision taken as a result of you or 

others using the guidance. You should consult a professional adviser for legal or other advice where 

appropriate. We assume no responsibility for the availability or content of any linked websites. The inclusion of 

any link should not be taken as endorsement of any kind by us of the linked website or any association with its 

owners. 
 
Governmental guidance relating to the Coronavirus pandemic is updated frequently and different 

approaches may be taken in England, Scotland, Wales and Northern Ireland which may impact on the 

accuracy and validity of this guidance. We therefore do not give any warranty, whether express or implied, as 

to the accuracy and validity of this guidance. You are solely responsible for keeping up to date with 

developments relating to the Coronavirus pandemic. To keep up to date, please read the information that 

your Government is sharing with the public which can be found at www.gov.uk, www.gov.wales (for Wales), 

www.gov.scot (for Scotland) and www.nidirect.gov.uk (for Northern Ireland) and consult the NHS website for 

health advice. 
 
This guidance is provided on the strict understanding that you accept, without limitation, that you retain 

sole responsibility for compliance with health and safety legislation and regulations, all other legislation 

and any warranties/conditions attached to your insurance policies. We have not conducted any site visits 

as part of producing this guidance and we have not, and are not, providing any guidance in relation to 

your specific set up. 
 
Publication date:  01/12/2020 
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