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Safe System of Work 
 

Coronavirus (COVID-19) 
Guidance for employees on staying safe in the workplace 

 
COVID-19 is an infectious disease caused by a newly discovered 
coronavirus. The initial outbreak originated in Wuhan, China and was 
declared a Public Health Emergency of International Concern by the 
World Health Organisation (WHO) on the 30

th
 January 2020. It was 

officially named COVID-19 on the 11
th
 February 2020.  

The most common symptoms of coronavirus (COVID-19) are a new, 

continuous cough, a high temperature, a loss of, or change to, your sense 

of smell or taste. For most people, coronavirus (COVID-19) will be a mild 

infection.  

The COVID-19 virus is transmitted from person to person and spreads primarily through droplets of saliva or 

discharge from the nose and mouth when an infected person coughs or sneezes. People can catch COVID-

19 if they breathe in these droplets from a person infected with the virus. These droplets can land on objects 

and surfaces around the person, such as tables, doorknobs, handrails etc. People can become infected by 

touching these objects and surfaces and then touching their eyes, nose or mouth. It is important that you 

practice respiratory etiquette (for example, by coughing into a flexed elbow) and washing your hands 

regularly with soap and water or with an alcohol-based hand sanitiser.  

It is possible to catch COVID-19 from someone who has a mild cough and does not feel ill. Some reports 

have indicated that people with no symptoms (asymptomatic) can transmit the 

virus.  

If you think you have symptoms of COVID-19, however mild and you live alone, 

you must stay at home and not leave your house for 7 days from when your 

symptoms started. If you live with others and are the first in the household to 

have symptoms, you must stay at home and not leave the house for 7 days, 

but all other household members who remain well must stay at home for 14 

days. The 14-day period starts from the day when the first person in the house 

became ill. By staying at home, you will slow down the spread of the infection. 

If you have coronavirus symptoms, do not go to a GP surgery, pharmacy or 

hospital. Use the NHS online services. Only call 111 if you are not able to get 

online, you have been instructed to call or your symptoms worsen. Call 999 if you 

have a serious or life-threatening emergency.  

The best way to prevent and slow down the transmission is to be well informed about the virus and how it 

spreads. The most important step you can take is to remain aware and take precautions to protect yourself 

and those around you: 

Do: 

 Wash your hands more often than usual, for 20 seconds using soap and water, particularly after 
coughing, sneezing, and blowing your nose, or after being in public areas where other people are 
doing so. Use hand sanitiser if soap and water are not available. 

 Cover your mouth and nose with a tissue if you find yourself sneezing or coughing, this will prevent 
the escape of tiny, potentially contaminated, droplets. If tissues are not available, cough or sneeze 
into a flexed elbow. 

 Put used tissues in a bin immediately after use and wash your hands afterwards.  

 Avoid close contact with people who are unwell.  

 Clean and disinfect regularly (at least daily) touched surfaces and objects (e.g. door handles and 
taps) using your regular cleaning products to reduce the risk of passing the infection on to other 
people. Or use hand sanitiser immediately after touching any surfaces. 
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 Let your manager / employer know if you are suffering from coronavirus 
symptoms / feel unwell at work. 

 Follow stay at home guidance available on government and public health 
websites, if you believe that you are displaying symptoms of coronavirus. 

 Inform your employer if you are self-isolating using the agreed company 
procedures and remain in contact so that your employer can provide an appropriate level of support. It 
may be possible for you to arrange to work remotely and if so, this should be discussed with your 
manager.  

 Adhere to advice regarding social distancing e.g. stay 2 metres apart from other people (where 
possible). 

 Follow any control measures your organisation has put in place regarding coronavirus and your safety 
in the workplace, e.g. more frequent handwashing, use of screens or barriers, segregation systems, 
social interaction with colleagues, wearing personal protective equipment etc. 

 If you have helped someone (customer or colleague) who is unwell with symptoms consistent with 
coronavirus, after contact please wash your hands thoroughly for 20 seconds. 

 Wear face masks when possible, especially in close or confined spaces with others such as public 
transport. There is very little evidence of widespread benefit from the use of face masks outside of 
clinical or care settings. However, please be aware that government guidance on wearing face masks 
is changing daily and it is now recommended and compulsory in certain settings. 
 

Do Not: 

 Touch your eyes, nose or mouth if your hands are not clean. 

 Risk re-infection, make sure to keep surfaces tidy and clear at work so that facility staff can properly 
clean the premises after hours. 

 Shake hands with colleagues or customers. 
 

Good hand hygiene is vital to limiting the spread of the coronavirus (COVID-19) infection, so ensure you wash 

your hands thoroughly and more often.  

 

Make sure you have access to hand washing facilities. You will need soap, running water and disposable 

paper towels. You should wash your hands for the amount of time it takes to sing “Happy Birthday” twice 

(around 20 seconds): 

 

1. Wet your hands with water. 

2. Apply enough soap to cover your hands. 

3. Rub your hands together. 

4. Use one hand to rub the back of the other hand and 

clean in between fingers. Do the same with the other 

hand. 

5. Rub your hands together and clean in between your 

fingers. 

6. Rub the back of your fingers against your palms. 

7. Rub your thumb using your other hand. Do the same 

with the other thumb. 

 

 

8. Rub the tips of your fingers on the palm of your other hand. Do the same with the other hand. 

9. Rinse your hands with water. 

10. Dry your hands completely with a disposable towel. 

11. Use the disposable towel to turn off the tap. 

 

If you do not have access to soap and water, use an alcohol-based hand sanitiser.  

 

Social Distancing versus Self-Isolation 
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The coronavirus pandemic has brought new terminology into the public consciousness, 

terms such as “social distancing” and “self-isolation”, so it is important to understand the 

difference between the two: 

Social Distancing – Involves reducing day-to-day contact with other people as much as 

possible, in order to reduce the spread of coronavirus (COVID-19). 

 

Self-Isolation – To protect others, you must stay at home if you or someone you live with has symptoms of 

coronavirus (COVID-19). This is called self-isolation.  

 

Cleaning and Disinfection 
Cleaning and disinfection play a vital part in combating the spread of the coronavirus (COVID-19) infection. 

Do 
 First clean hard surfaces with normal detergents. Pay particular attention to frequently touched areas 

and surfaces, such as toilet facilities / bathrooms, banisters in corridors and stairwells and door 
handles. 

 
Personal Protective Equipment (PPE) 
There is no specific need for any PPE outside of a clinical setting.  It is assumed that those delivering 
cleaning will be working with normal detergents at all times and as these will most likely be in regular contact 
with the skin, this would limit any risk of cross-contamination.  You should still wash your hands before 
starting any cleaning and avoid touching your face, mouth or nose at all times.  IF YOU DO TOUCH ANY OF 
THESE AREAS, IMMEDIATELY WAS YOUR HANDS AGAIN AND RE-CLEAN THAT AREA THOROUGHLY. 
Surfaces that must be cleaned and disinfected, include: 

 All potentially contaminated high-contact areas such as toilet facilities / bathrooms, door handles, 
telephones, banisters in corridors and stairwells. 

 High touch / frequently touched items, desks, keyboards, etc. 

 If an alternative disinfectant is used within the organisation, this should be checked and ensure 
that it is effective against enveloped viruses. 

 
Myth Busting 
In these worrying and unprecedented times, it’s not always easy to distinguish between fact and fiction. Let’s 

explore a few of the more common myths surrounding the COVID-19 virus: 

A face mask will protect me from infection! 

Currently, there is not enough evidence for or against the use of face 

masks (medical or other) in healthy individuals in the wider community. To 

be effective, face masks must be worn correctly, changed frequently, 

removed properly, disposed of safely and used in combination with good 

universal hygiene behaviour. 

Antibiotics are effective in preventing or treating COVID-19! 

COVID-19 is caused by a virus, so antibiotics do not work. Antibiotics 

only work on bacterial infections. There is currently no medical treatment 

or vaccine for this strain of coronavirus. Medical scientists around the 

world are working on the problem, but this is a process that takes time.  

The virus cannot survive outside the body! 

This latest coronavirus can survive outside of the body on surfaces and objects, for between a few and 36 

hours.  

 

The Department of Health & Social Care (DHSC) and Public Health England (PHE) are leading the UK 

Government response to the coronavirus outbreak. You can get up to date information about coronavirus 

(COVID-19) and what you need to do on Gov.uk. 

If you live in England go to gov.uk/coronavirus  
If you live in Scotland go to gov.scot/coronavirus-covid-19 
If you live in Wales go to gov.wales/coronavirus 
If you live in Northern Ireland go to nidirect.gov.uk/campaigns/coronavirus-covid-19 
 
The information in this document is based on our understanding of what is known of COVID-19 at the time of 
publication. As more information emerges, recommendations may change. 
Remember, you have a duty not only to protect your own health and safety but also to ensure that 
your actions do not put others around you at risk. 


