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This Good Practice Guide has been developed 
using examples of good practice that FTA and 
CILT members have put into practice during 
the COVID-19 pandemic. It is designed to 
be used in conjunction with the official UK 
government guidance on Safer Workplaces 
that was published on 11 May 2020 (and can be 
found here) so operators and companies can 
quickly ensure they are ready to restart their 
operations safely. 

FTA and CILT would like to publicly thank the 
members who contributed examples to the 
drafting of this document. 
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https://fta.co.uk/membership/member-information-services/member-advice-centre
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Safer workplaces
The government published eight guidance notes 
covering different workplaces and environments with 
the aim of helping operators and businesses deliver safer 
workplaces for their staff and for any visitors to their 
facilities. The eight examples are:

1 Construction and outdoor work

2 Factories, plants and warehouses

3 Labs and research facilities

4 Offices and contact centres

5 Other people’s homes

6 Restaurants offering take-away or delivery

7 Shops and branches

8 Vehicles

Legal 
notice

The Safer Workplaces 
documents produced 
by the government 
are non-statutory 
guidelines. To comply 
with health and safety 
legislation businesses 
must carry out their 
own COVID-19 risk 
assessment and put 
in place risk control 
measures that are 
appropriate for their 
work activities.

Although this is a varied list and one company may find it 
necessary to consult several sections, the guidance notes 
do have common themes running throughout them. 

The common themes are:

1 Risk assessments.

2 Social distancing in the workplace.

3 Cleaning of the workplace.

4 PPE and face coverings.

The purpose of this Good Practice Guide will be to take 
these common themes and offer the reader practical 
examples, taken from the literature sent in by FTA/CILT 
members, that could be replicated so, when a decision on 
restarting operations is taken, that location is ready to go, 
avoiding any unnecessary lag that could hinder economic 
recovery. 

The government has produced a poster each employer 
is expected to complete to demonstrate they have 
considered and acted upon each of these items.

The poster can be found here and is replicated below.

Staying COVID-19 Secure in 2020We con�rm we have complied with the government’s 

guidance on managing the risk of COVID-19

We have cleaning, handwashing and hygiene procedures 

in line with guidance 

We have taken all reasonable steps to help people work 

from home 

We have taken all reasonable steps to maintain a 2m 

distance in the workplace 
Where people cannot be 2m apart, we have done everything 

practical to manage transmission risk

Employer

Date

FIVE STEPS TO SAFER WORKING TOGETHER

We have carried out a COVID-19 risk assessment and 

shared the results with the people who work here

Who to contact: Your Health and Safety Representative

(or the Health and Safety Executive at www.hse.gov.uk or 0300 003 1647)

https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/construction-and-other-outdoor-work
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/factories-plants-and-warehouses
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/labs-and-research-facilities
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/offices-and-contact-centres
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/homes
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/restaurants-offering-takeaway-or-delivery
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/shops-and-branches
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/vehicles
https://assets.publishing.service.gov.uk/media/5eb963fcd3bf7f5d39550303/staying-covid-19-secure.pdf
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Risk assessments
To help decide which actions to take, operators need to 
carry out an appropriate COVID-19 risk assessment, just 
as for other Health and Safety related hazards. This risk 
assessment must be done in consultation with unions or 
workers. If there are five or fewer members of staff, nothing 
needs to be written down as part of the assessment. If there 
is no recognised union at the workplace, the employees 
should nominate someone to represent them. 

Union collaboration:
We have been working collaboratively with representatives 
at sites so that the measures we introduce meet their 
requirements. We have also been in close contact with our 
National Officer to ensure that he is clear on what we are doing.

The government would like to see all businesses report 
the results of the risk assessments to their employees 
and would expect all businesses with over 50 staff to 
publish this on their website. 

Companies produce their risk assessments in varied 
forms. The key is to ensure the employer has done 

everything possible to reduce the risk to the lowest 
reasonably practicable level. In the context of COVID-19, 
this means working through the following steps (in order):

1 In every workplace, increasing the frequency of 
handwashing and surface cleaning.

2 Employees should work from home wherever 
possible. If this is not possible, employers need to 
ensure they can adhere to social distancing guidelines 
whilst at work – two-metres distance.

3 Where two-metres distance is not possible, 
companies should consider whether the activity 
should continue and, if so, put mitigation actions in 
place to reduce any transmission.

4 If sustained face-to-face working with more than a 
small group of fixed partners is impossible to avoid, 
the employer must assess whether the activity can 
safely go ahead. 

FTA has conducted its own Risk Assessment, reproduced 
below.

HSF 001 – V.3 March 2019 Page 1 
Uncontrolled when Printed 

Risk Assessment Form
Task/Activity: Returning to work in Tunbridge Wells Office following COVID-19

Location/Dept: Tunbridge Wells office Date Assessed: May 2020 Issue Number:  001

Assessed by: Review Date:  May 2021 Reference Number:  RAS 010

Persons to Complete Task:
• All staff who work in and visitors to Tunbridge Wells office

Activity/Task Hazard/Risk Persons at Risk Controls in place Severity 
(1-5)

Likelihood
(1-5)

Risk 
Rating

1. Returning to
work activities
following
lockdown due to
Covid 19

a) Viral transmission in the
workplace

All office staff,
staff who visit 
office, contractors 
and visitors

i. Specific individual worker risk assessment
been undertaken for those who have a self-
declared health condition which could
increase their risk profile.

ii. Some staff continue to work remotely where
possible and for the foreseeable future
(provided it does not interfere with workload
commitments) to allow compliance with
social distancing guidelines

iii. Staff who are at home due to shielding
continue to work at home for the government
specified timescale

iv. Staff to work partly at home and partly in
the office on a shift rota to allow compliance
with social distancing guidelines

v. Staggered start, end and lunch times to
ensure controlled access and egress from
the building and to allow compliance with
social distancing guidelines

vi. Staff activities are segregated to promote 2
metres distance.

vii. Staff who have reported symptoms are
monitored to allow safe return to work
following government guidance.

viii. Staff face to face contact has been limited
with each other to 15 minutes or less.

5 1 5
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ix. Meeting rooms (apart from 2) are closed, 
meetings to take place via Teams even 
when in building, these rooms to be used as 
office space to allow 2 metre distancing to 
be observed for more staff  

x. Any essential face to face meetings should 
follow Government social distancing 
guidelines, only 2 meeting rooms available 
and are booked through facilities  

xi. A one-way flow system is observed and 
visual aids, such as floor strips, signage 
used for maintaining two metres distance. 

xii. Hygiene guidance is given such as avoiding 
touching eyes, nose, mouth and unwashed 
hands, cover your cough or sneeze with a 
tissue, and throw it away in a bin and wash 
your hands. 

xiii. Posters displayed that encourage staying 
home when sick, cough and sneeze 
etiquette. 

xiv. Alcohol hand gel available at the entrance to 
the workplace and in other prominent areas 
such as by coffee machines and printer 
areas 

xv. Staff have been instructed to clean their 
hands frequently following official guidance, 
adequate supplies of washing material is 
available, increased signage to encourage 

xvi. Communal areas limited occupancy and 
time spent in areas to maintain social 
distancing or are closed 

xvii. Social gathering amongst employees are 
discouraged whilst at work. 

xviii. Desks are arranged to maintain a minimum 
of 2 metres from each other, with 
employee’s facing in opposite directions or 
desks only occupied to maintain 2 metre 
distancing  

xix. Only essential items on desks, clear items to 
pedestal and clean at end of day. Staff to 
wipe down equipment when leaving for the 
day 

HSF 001 – V.3 March 2019 Page 3 
Uncontrolled when Printed 

xx. Business related travel is reduced where
possible.

xxi. Staff discouraged from hand shaking and
general close personal greeting

xxii. Limit visitors to FTA, reception area marked
out with 2 metre lines and a Perspex screen
erected

xxiii. Smoke breaks limited and controlled
xxiv. Regular monitoring of the above control

measures

b) Lack of awareness of new
measures may lead to
increased spread of virus

i. Official bodies advice is regularly monitored 
for latest details on guidance and advice 
and shared with staff

ii. Employees are educated on preventative 
care.

iii. Employees are made aware of the impact of
COVID-19 on their job/change of working 
environment. Training/awareness sessions 
delivered via Teams prior to return

5 1 5

2. Wellbeing/
Mental
health

a) Effect of returning to work
may impact an individual’s
Wellbeing/Mental health

i. Staff informed of return to work in enough 
time to discuss with line manager and 
regular communication continued by 
appropriate personnel

ii. Staff made aware of procedures and 
policies in place to reduce risk of exposure 
to COVID-19

iii. Line managers mindful that changed 
working arrangements may cause additional
work-related stress and have regular catch 
ups to discuss

iv. Staff let line manager know if new working 
arrangements are creating workload issues.

v. Managers use skills acquired from Absence 
and Wellbeing training to recognise signs 
and symptoms that a person is not coping

vi. Staff who are in vulnerable groups 
themselves or caring for others are 
encouraged to contact their line
manager/HR to discuss their support needs

2 2 4

Returning to work – Workforce communication
This document should also consider any furloughed staff 
who will be returning to the workplace who may not be 
aware of the changes that have taken place within the 
operation since the COVID-19 period began.

Employers may wish to consider developing 
communication and training materials for workers prior 
to returning to site. These should be produced with clear 
and concise language and images, with consideration for 
workers who may not use English as their first language 
(see Example 1).

Example 1
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Visitors to sites should also be made aware of social-
distancing obligations to follow whilst present. Employers 
may wish to create written and/or pictoral signage to be 
used in reception areas or locations/where visitors are 
required to sign in to be permitted on site (see Example 2).  
 
 
 

Employee welfare and mental health issues should be 
high up in employers’ consideration. The government has 
issued guidance on this here. 

Companies have engaged in various ways to ensure the 
health and well-being of their employees. This could 
come in the form of a company wide charter and/or use of 
IT services, such as app-based resources (see Example 3).

Example 2

Example 3

https://www.gov.uk/government/publications/covid-19-guidance-for-the-public-on-mental-health-and-wellbeing/guidance-for-the-public-on-the-mental-health-and-wellbeing-aspects-of-coronavirus-covid-19
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Social distancing
The objective is for the employee to maintain a two-metre 
social distance wherever possible, including while arriving 
at and departing from work, while in work, and when 
travelling between destinations. 

This section applies to all times where employees are at 
work and therefore employers need to ensure that all 
rest/break periods and locations are also designed to 
ensure that social distancing can be maintained. 

As part of the risk assessment stage, employers need 
to consider if their activities should re-start if a social 
distance of two-metres is not possible.

Opposite is a sign that could be useful at the entry point 
of a facility which instructs staff on how to maintain a 
distance of two-metres from each other whilst arriving 
at their working location. It also reminds employees that 
social distancing rules apply throughout the facility. 

It might be useful to consider a written procedure for 
staff members to follow regarding social distancing (see 
Example 4): 
 
 

Example 4
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Employers should consider how staff can safely work in an 
office environment whilst on site by reviewing desk layout 
and only allocating spaces that fulfil the two-metre social 
distancing guidance (see Second floor plan – Week 1). 

It could then be useful to move these workstations 
around, so workers are not always using the same 

locations. This will also allow for a more frequent 
cleaning regime to be implemented. A one-way system 
could also be thought about, to ensure employees 
all move around in the same direction, to avoid any 
unnecessary close passing between each other (see 
Second  floor plan – Week 2).

Second floor plan – Week 1

Second Floor Plan WEEK 1:   Standard social distancing shown with red dot

37
105

Second floor plan – Week 2

Second Floor Plan WEEK 2:   Standard social distancing shown with blue dot

37
105
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You might also wish to consider implementing a ‘clean 
desk’ policy in offices, so cleaning staff are able to clean 
all the surfaces without the need to handle and move 
various objects and paperwork.

In non-office locations, it is also important to ensure two-
metre social distancing is possible. Here is an example 
of a warehouse where working zones have been clearly 
marked on the floor using hazard tape (opposite). 

Employers should also consider how they schedule 
shift patterns and team working to ensure that social 
distancing can be maintained (see Example 5).

Example 5

Social distancing in vehicles
The government has acknowledged that it will not be 
possible to maintain a two-metre social distance for all 
transport operations and this includes when two or more 
people need to use a company vehicle to travel to/from or 
between sites of operation/delivery. 

In this case, employers should put in place mitigation 
factors to minimise the risk of transmission including:

• Clear signage to outline social distancing measures in place.
• Single person or contactless refuelling where possible. 
• Using physical screening, provided this does not 

compromise safety – for example, through reducing 
visibility. 

• Sitting side-by-side not face-to-face and increasing 
ventilation where possible.

• Using a fixed pairing system if people have to work in 
close proximity.

• Making sure vehicles are well-ventilated to increase 
the flow of air – for example, by opening a window.

• Ensure regular cleaning of vehicles, in particular 
between different users.

In instances, such as a minibus/coach, where there will be 
a greater number of people on board, it is recommended 
social distancing is adhered to, even if this means a 
significant number of seats are rendered unavailable (see 
diagram below). 
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The two-metre social distancing guidelines apply across 
the entire workplace, including facilities such as toilets, 
showers and changing rooms. The photo below shows an 
example of male toilets that have distance markers clearly 
placed on the floor and the closure of some urinals. 

Likewise, the floor has been clearly marked around the 
hand basins to ensure social distancing. The government 
strongly suggests replacing all hand driers with paper 
towels, given hand driers blast hot air around the room.

Legal 
notice

If you have deliveries to your sites, 
employers are under a legal obligation 
to provide access to sanitation and 
hygiene facilities for the drivers of the 
vehicles coming on site. 

Driver access to welfare facilities

All drivers must have access to 
welfare facilities in the premises 
they visit as part of their work.

We are hearing reports that some 
drivers are not being allowed to 
use welfare facilities when they 
deliver. Preventing access is 
against the law, equally it’s not 
the sensible thing to do.

Those who already provide 
reasonable access to toilets and 
handwashing facilities should 
continue to do so.

With the latest advice for hands 
to be washed regularly, failure to 
allow access to welfare facilities 
may increase the risk of the 
COVID-19 infection spreading.

The HSE site www.hse.gov.uk/
news/drivers-transport-delivery-
coronavirus.htm

Social distancing and home deliveries 
Some companies have continued to deliver and install 
household items, having assessed the situation their 
employees would face, and put in place protocols to keep 
them as safe as possible (see Example 6).

The objective here is to maintain social distance wherever 
possible:

1 Discussing with households ahead of a visit to ask that 
a two-metre distance is kept from those working, if 
possible.

2 Asking that households leave all internal doors open 
to minimise contact with door handles.

3 Identifying busy areas across the household where 
people travel to, from or through – for example, stairs 
and corridors – and minimising movement within 
these areas.

4 Bringing your own food and drink to households and 
having breaks outside where possible.

http://www.hse.gov.uk/news/drivers-transport-delivery-coronavirus.htm
http://www.hse.gov.uk/news/drivers-transport-delivery-coronavirus.htm
http://www.hse.gov.uk/news/drivers-transport-delivery-coronavirus.htm
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5 Limiting the number of 
workers within a confined 
space to maintain social 
distancing.

6 Using a fixed pairing system 
if people have to work 
in close proximity – for 
example, during two-person 
assembly or maintenance.

7 Employers and agencies 
should introduce fixed 
pairing to have the same 
individuals allocated to a 
household where jobs are 
repetitive in nature.

Social distancing in emergency situations
In emergency situations, the government has stated 
that people do not need to maintain the two-metre 

social distancing. Those employees who are tasked 
with providing emergency care or assistance to others 
should pay attention to sanitation measures immediately 
afterwards, including the washing of hands.

Cleaning
Given the importance that a regular cleaning schedule has in 
the fight against transmission of COVID-19 in the workplace, 
this section outlines several objectives to be achieved. 

Before reopening – Make sure any site or location 
that has been closed or partially operating is clean and 
ready to restart. This should be ensured by way of an 
assessment of all sites, preparing a cleaning schedule and 
provision of hand sanitiser before work begins. 

Keeping the workplace clean – Ensure the working 
environment is clean and prevention of transmission 
through contaminated surfaces.

How often?
Employers will need to consider what ‘regular cleaning’ and 
‘enhanced cleaning’ will mean to their specific workplace. 
For some, this could mean a simple doubling of effort with 
emphasis on high contact areas. For others, it could mean 
that workstations are cleaned after each time they are used 
(see Example 7). 

Example 7

Example 6
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It would be useful to consider adding MHE (Material Handling Equipment) to this cleaning schedule in warehouse operations (see 
Example 8). 

Example 8
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The workplace also extends to vehicles (including MHE) that are used by employees: it is vital that these are also included 
in the cleaning schedule (see Examples 9 and 10), especially if the vehicle is occupied by several workers at the same time.

Example 9

 

Coronavirus (COVID-19) 
Vehicle Cleaning 

 
Cleaning Process 

 

VEHICLE CLEANING – PICTORIAL GUIDANCE 
 

YOU WILL NEED: 

 

 

 

Process: 
 
 
 

 

                   

 

 

 

 

 

 

 

 

 

 
 
 
 

 

1. Wash your hands and put on your gloves 

2. Before entering the cab, spray the door handle and then dry it 

3. Open the door to spray and dry grab handles and any other contact points 
and then dry it 

 

Coronavirus (COVID-19) 
Vehicle Cleaning 

 
Cleaning Process 

 

 
 
 
 

 
 
 
 
 
 

 
 
 

 
 
 
 
 
 

 
 
 

 
 
 
 
 
 
 
 

 
 
 

 
 
 
 

5. Spray and clean all hard surfaces a bit at a time inside the cab 

5. When exiting the cab, clean interior door handle, door panel and grab rails  

4. keep windows open to allow airflow 

6. Close the windows & lock the vehicle 

 

Coronavirus (COVID-19) 
Vehicle Cleaning 

 
Cleaning Process 

 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

7. Dispose of the cleaning towels and gloves in the disposal bag provided and place in available 
waste container  

8. Wash your hands 

9. Keep all bagged items separate for 72 hrs, before disposal 
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Example 10

PPE and face coverings
The government states that “when managing the risk of 
COVID-19, additional PPE beyond what you usually wear is 
not beneficial, this is because COVID-19 is a different type of 
risk to the risks you normally face in a workplace, and needs 
to be managed through social distancing, hygiene and fixed 
teams or partnering, not through the use of PPE”. 

Some companies have reported that certain members 
of staff have genuine concerns, certainly if they are in 

‘consumer facing roles’, and have sourced and distributed 
various pieces of equipment to be used voluntarily. In no 
circumstances should companies purchase medical grade 
PPE that should be for frontline NHS workers. 

Along with distribution, some companies have produced 
guidance on the correct way to apply, wear, and dispose 
of the equipment that they have offered to their staff (see 
Examples 11, 12 and 13). 

Example 11

For up to date information please continue to check the Coronavirus WalmartOne page

• Speak to your manager if you require a pair of gloves

• Your manager will explain the proper use of gloves to you 

• Follow these steps to put on and remove your gloves safely

• Continue to follow any other social distancing rules in place

Putting on and removing your gloves safely

Wash/sanitise 
your hands 
before removing 
the disposable 
gloves out of 
the package.

Using your 
opposite hand, 
pull the glove 
onto your fingers.
Pull the cuff up 
towards your 
wrist to ensure 
gloves fit (repeat 
for other hand).

20 SEC

1 2

20 SEC

Pinch and hold 
the outside of one 
of the gloves near 
to your wrist area. 
Peel the glove 
downwards, away 
from your wrist, 
turning the glove 
inside out as you 
do so.

With your 
un-gloved hand, 
slide your fingers 
under the wrist 
band of the 
remaining glove, 
taking care not 
to touch the 
outside of the 
glove.

Wash/sanitise 
your hands 
immediately 
after discarding 
the gloves. 

This will ensure 
that both gloves 
are inside out, 
with one glove 
enveloped inside 
the other.
Dispose of the 
used gloves in 
general waste 
straight away.*

1 2

3 4

Putting on gloves

Removing gloves

*If in contact with a suspected COVID-19 case then gloves 
need to be removed, double bagged, stored in safe 
location and disposed of in general waste after 72 hours.

Drivers should have a bin liner in their van to place any 
used gloves in and the bag should be disposed of in 
general waste at the end of shift when back at store.

Example 12

20 SEC

For up to date information please continue to check the Coronavirus WalmartOne page

• Speak to your manager if you’d like a mask

• Your manager will explain the proper use of a mask to you  

• Follow these steps to put on and remove your mask safely

• Continue to follow any other social distancing rules in place

Putting on and removing your mask safely

20 SEC

1 2 3

Putting on mask

Wash/sanitise your hands 
before putting a mask on

If a mask is worn it should be 
firmly secured around the chin, 
and it should be handled using 
the elastic/cloth ties 

Do not touch the mask while 
using it. Do not leave used 
masks on surfaces or store in 
drawers or pockets due to risk 
of cross contamination

1 3

Removing mask

The mask should be disposed 
of after it becomes moist/ 
damaged or when going for a 
formal break. Don’t wear the 
same mask for more than 4 hours

Wash/sanitise hands before 
taking the mask off. To remove 
the mask: remove it from 
behind (do not touch the front 
of the mask). Dispose of the 
used gloves in general waste 
straight away.*

Wash/sanitise your hands 
immediately after discarding 
the mask. Do not touch your 
eyes or face with your hands.

4 HRS

2

*If in contact with a suspected COVID-19 case then gloves need to be removed, double bagged, 
stored in safe location and disposed of in general waste after 72 hours.
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Example 13
This Good Practice Guide has been written in 
collaboration with members of FTA and CILT. It is a 
non-exhaustive list of what should be under active 
consideration for any company or operator who is 
thinking of restarting or ramping up economic activity.

It has been designed to complement official government 
guidance and promote good practice but is not designed 
to replace government guidance. It will be updated should 
government guidance change.

We hope that, after reading through the good practice 
examples that have been supplied, any member of CILT or 
FTA would feel confident that they can confirm they have 
surpassed the five point checklist on the government 
notice that should be put up in company premises.
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