
Coronavirus is an illness that can affect the lungs and airways. It’s caused by a virus called 
COVID-19.   COVID-19 can affect respiratory symptoms, resulting in a fever, cough, shortness of
breath and breathing difficulties. 
 
As the virus is now spreading through community transmission in the UK, all employers and
workers are being affected in some way.  People’s health and well-being, and measures to
prevent the virus from spreading, should be at the heart of everyone’s response.
 
 

a high temperature.
a new, continuous cough – this means coughing a lot for more than an hour, or 3 or more
coughing episodes in 24 hours (if you usually have a cough, it may be worse than usual).

between people who are in close contact with one another (within about 6 feet).
through respiratory droplets produced when an infected person coughs or sneezes. These
droplets can land in the mouths or noses of people who are nearby or possibly be inhaled
into the lungs.

 

These are the main symptoms of coronavirus.
 
The virus is thought to spread mainly from person-to-person:

 

Do not come in to work.  Phone your supervisor to report your absence.
Self-isolate and phone the National Health Helpline (111) or look at The Government website
(https://www.gov.uk/coronavirus) for further advice regarding self-isolation and testing.
Do not go in to your local doctor's surgery or hospital without calling ahead or before
receiving advice from 111.

Report this to your supervisor.
Avoid touching anything
Cough or sneeze into a tissue and put it in the bin, or if you do not have tissues, cough and
sneeze into the crook of your elbow.
Return home immediately
Follow the guidance on self-isolation and do not return to work until your period of self-
isolation has been completed.

If you develop a high temperature or cough or suspect that you may have coronavirus:

 
If you develop symptoms whilst at work:

 
 

Coronavirus Toolbox Talk
What is Coronavirus?

What are the Symptoms?

What Should I Do if I Think I Have Been Exposed to or Infected by COVID-
19?

I. J. Preece & Son Ltd                                                                      Coronavirus Toolbox Talk  -  v1                                                                             05/05/2020



A high temperature or a new persistent cough.
Are a vulnerable person by virtue of age, underlying health condition, clinical condition or
pregnancy.
Living with someone in self-isolation.

If you meet any one of the following criteria, do not come to work:

 
Anyone living with a person who is at increased risk of severe illness, or an extremely vulnerable
person who is shielding from coronavirus, should stringently follow the guidance on social
distancing and minimize contact outside the home.
 
Self isolating with symptoms of coronavirus:
If the unwell person lives alone, they must self-isolate for 7 days. If they live with others and is
the first to have symptoms, they must self-isolate for 7 days. Everyone else in their household
must self-isolate for 14 days.  If anyone else in the household starts displaying symptoms, the
person with the new symptoms must self-isolate for 7 days. This is regardless of where they are
in the 14-day isolation period.
 
For the most recent advice regarding self-isolation, refer to The Government website:
https://www.gov.uk/coronavirus
 

How is COVID-19 Treated?
No vaccine or specific treatment for COVID-19 infection is available. Hospitals can provide
supportive care for infected people. If it is suspected that you have Covid 19 you must self-isolate. 
 
 

wash their hands regularly for at least 20 seconds with soap and water or a hand sanitiser;
avoid touching their face;
avoid unnecessarily touching surfaces that others may touch;
maintain social distancing and the 2 metre distancing guidelines.

If someone has displayed coronavirus symptoms at work: 
the workplace does not necessarily have to close, but the work environment of that person as
well as any other areas that they may have come into contact with should be thoroughly
cleaned according to government guidelines.  Suitable PPE should be worn whilst cleaning and
disinfecting areas and waste should be double bagged, tied securely and kept for 72 hours
before disposal.  The latest guidelines are available at: 
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-
healthcare-settings/covid-19-decontamination-in-non-healthcare-settings
 
All employees who have worked in the same areas of working as an infected or potentially
infected person should maintain the highest levels of cleanliness as advised on The Government
website.  They should ensure that they:

Self-isolation
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Wash your hands often with soap and water for at least 20 seconds, especially after you have
been in a public place or after blowing your nose, coughing or sneezing.
If soap and water is not readily available, use a hand sanitiser that contains at least 60%
alcohol.  Cover all surfaces of your hands and rub them together until they are dry.
IMPORTANT:  Hand sanitiser is a flammable liquid.  Ensure your hands are completely
dry before touching any surfaces after using hand sanitiser.  If your hands are not dry, a
static charge may be given off, igniting the liquid and resulting in burns. (See Appendix. 1)
Avoid touching your eyes, nose and mouth with unwashed hands.
Wash your hands after touching your face.
Wear gloves when coming into contact with surfaces that others have touched, such as when
cleaning or touching materials on site.  Disposable gloves should be disposed of safely into a
bag.  Fabric work gloves can be washed in a washing machine.
Catch any coughs or sneezes in a tissue and bin it and wash your hands.
If you do not have a tissue to hand, catch coughs and sneezes in the crook of your elbow.

avoid face-to-face work.  Working side by side or away from one another would be
preferable;
ensure the area is well ventilated to reduce the risk of potential contamination;
wear a mask;
avoid skin to skin contact: wear gloves;
avoid surface transfer: wear gloves if there is potential that workers will be handling the
same materials/ touching the same surfaces;
wash their hands before and after using any equipment;
limit the number of workers required for the task at hand;
ask a manager for guidance where 2 metre distancing is not possible;
limit the duration of these activities where possible.

Clean your hands often:

 
 
 
 
 
 
2 Metre Distancing:
Social distancing should be adhered to at all times, both inside and outside of work.  Works
must be carried out at least 2 metres apart where possible.  Consider using lifts or hoists to
enable 2 meter distancing.  Where this is not possible, workers should:

 

2 metres

Prevent the Spread
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Appendix 1



STOP THE SPREAD

Maintain at least 2 metres 
distance between yourself and

anyone who is coughing or
sneezing.

Stay home if you feel unwell. If
you have a fever, cough and

difficulty breathing, seek medical
attention and call in advance.

IF YOU HAVE A FEVER, COUGH
AND DIFFICULTY BREATHING,

SEEK MEDICAL CARE EARLY

Regularly and thoroughly clean
your hands with an alcohol-based
hand rub or wash them with soap

and water.

WASH YOUR HANDS
FREQUENTLY

Hands touch many surfaces and
can pick up viruses. Once

contaminated, hands can transfer
the virus to your eyes, nose or

mouth. 

AVOID TOUCHING EYES, NOSE
AND MOUTH

MAINTAIN 
PHYSICAL DISTANCING

AVOID
!

2 metres
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Share with the same individuals and with the minimum number of people at any one time;
Wherever possible, maintain social distancing and avoid touch their faces;
maintain good ventilation (i.e.: keeping the windows open) and face away from each other
during the journey.
wash their hands for 20 seconds before entering and after getting out of the vehicle;
regularly clean the vehicle using gloves and standard cleaning products, with particular
emphasis on handles and any other surfaces which may be touched during the journey.

When travelling to or from work or to other site locations, workers should avoid public transport
and travel alone.  If workers have no option but to share a vehicle, then they should:

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Workers should not use local amenities to reduce the spread of coronavirus.
 
Site Parking:
Where possible, site parking should adopt the same principles as social distancing (i.e.: 2 metres
between vehicles).  Where this is not possible, drivers and passengers should stagger getting in
and out of vehicles to maintain social distancing.
 

Travelling to and from Work
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Upon entering and leaving the workplace each day, everyone must wash their hands with
soap and water for at least 20 seconds or with hand sanitiser.
 
Each day, workers, subcontractors and visitors will be required to sign in to site and will also be
asked to sign a self-declaration form (see appendix 2) to confirm that they are OK to attend
work and are showing no symptoms associated with COVID-19.
 
Where sites do not have adequate space to maintain social distancing guidelines, the site
foreman or designated site manager will invite each worker or site visitor to the office one by
one to complete these forms.  
 
Every person on site will need to have received a Coronavirus Toolbox Talk from the site
manager before commencing work.  One toolbox talk on the first day on site is all that is
required, and any updates will be relayed to everyone in the workplace as and when they occur.  
The site manager may need to deliver toolbox talks one-to-one if there is not adequate space to
adhere to social distancing guidelines.
 
Signage will be displayed informing everyone of how many people may enter the site cabin at
any one time.
 

only absolutely necessary meeting participants should attend
attendees should be at least two metres apart from each other
the meeting area should be well ventilated with windows or doors open to allow the
circulation of fresh air
consider holding meetings in open areas where possible

Visitors are not permitted to enter site without permission from the site manager.  Signage at
the site entrance will inform any visitors or delivery drivers of how to contact site management.  
Non-essential site visitors will not be permitted entry to sites.
 
Upon entering and leaving the work site, visitors and delivery drivers must wash their hands
with soap and water for at least 20 seconds or with hand sanitiser.
 
Delivery drivers should remain in their vehicles where possible, but should they need to get out
of the vehicle (for example, to unload a delivery) they should wash their hands before and after
handling any goods.  Workers and delivery drivers should ensure that 2 metre distancing is
adhered to.
 
Anyone entering the site must sign in and must receive a Coronavirus Toolbox Talk from site
management.
 
Site Meetings:
Any non-essential meetings should not be held on site.  
If a meeting on site is required:

 

Arriving on site

Visitors & Deliveries to Site
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Wash your hands when you arrive on site and regularly throughout the day (especially if you
sneeze or cough and after eating or handling food) and again when you leave site.
Always try to keep 2 metres away from other workers and maintain a sense of social
responsibility with your fellow workers.
When entering a new workspace or room, ensure you knock on any closed doors or call out
to check if anyone is in the room and if it is OK to enter.
Do not share tools and equipment.  Where the sharing of tools and equipment is
absolutely necessary, operatives should wash their hands before and after use.  Tools should
also be disinfected between each user.
Plant and machinery will have a designated driver/user per site.  Each designated user will
ensure that they wash their hands before and after using the machinery and will also
disinfect the machinery after use.  Provided the machinery is exclusively used by the same
individual all day, the machinery may be cleaned at the end of the day.  If, for whatever
reason, the machinery has been used or touched by multiple people, it must be cleaned
down between each user.
The use of gloves is advisable when using any tools or machinery on site to reduce the risk of
surface contamination.
Ensure you wear appropriate PPE for the task at hand.  Gloves, masks and safety spectacles
or goggles should be worn when cleaning.  
Domestic works in an inhabited building/ property, requires gloves and a mask to be worn at
all times.  Hands should be washed or sanitised before and after working in such properties. 
 Surfaces must also be disinfected upon leaving site.
All tools and equipment should be secured or taken from site upon closing each day and the
site secured to minimize disruption in the event of an overnight lock-down. Project
paperwork should also be tidied away and stored securely on a daily basis.

In order to prevent the spread of COVID-19:

 

Working on Site
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ask a manager for guidance where 2 metre distancing is not possible
limit the number of workers required for the task at hand
limit the duration of these activities where possible
avoid face-to-face work.  Working side by side or away from one another would be preferable
ensure the area is well ventilated to reduce the risk of potential contamination
wear a mask
avoid skin to skin contact: wear gloves
avoid surface transfer: wear gloves if there is potential that workers will be handling the same
materials/ touching the same surfaces
wash their hands before and after using any equipment

Works must be carried out at least 2 metres apart where possible.  Consider using lifts or
hoists to enable 2 meter distancing.  Where this is not possible, workers should:



 
All workers are responsible for cleaning up their own utensils and cup. It is their responsibility to
put them away out of the reach from other workers after each use. 
 
All workers will bring their own crockery, eating utensils and cups. These will be taken from site
each day by their owner. No worker is to use another worker’s equipment. 
 
All rubbish should be put straight in the bin and not left for someone else to clear up.
 
Welfare facilities will be cleaned after each break and lunch time.  All worktops and tables will be
wiped down after each break and lunch period by a nominated site operative.  The site manager
will designate a site operative to clean welfare and toilet facilities each day and this will be
recorded on a site cleaning register.

It is of upmost importance to maintain excellent housekeeping across all welfare facilities and
toilets.  All site workers and visitors are responsible for maintaining high standards of
cleanliness on site to prevent the spread COVID-19.  Anyone abusing these facilities will be
disciplined in accordance with the Company disciplinary procedures.
 
Toilet ares must be cleaned a minimum of twice a day by a nominated site operative.  This will
be recorded on a site cleaning register. 
 
Workers must wash their hands before and after using toilet facilities. They should also wipe
down the facilities after use with wipes provided including taps, flush handles, door locks with
anti-bacterial wipes. 
 

Toilets
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It is important to maintain a distance of 2 metres between people.  This includes while you are
working and during breaks and mealtimes – staggered breaks may help achieve this and if
required can be implemented by management.  Alternatively, breaks may be taken outside
where space allows or individuals may go to their vehicles for break times.
 
Wash your hands thoroughly for at least 20 seconds before any break period and wash them
again afterwards. 
 
Stay on site for your breaks. Do not use local shops. Bring your own meals and refillable
drinking bottles. Do not share items (for example, cups).
 
Although kettles, microwaves and fridges will be available should you need them, you might
consider bringing a flask and packed lunch with you to work to minimize surface contact.  If any
of the welfare facilities and equipment are used, please ensure that it is cleaned after each use.

Breaks and Welfare Areas



/
Face Mask

 

Thoroughly rinse cloth in water.  Mix washing up liquid and water in a bowl .  Follow
product instructions for correct dosage.
Put cloth in washing up liquid solution.  Ring out cloth and wipe all surfaces.  
Make sure to wash all surface areas, especially those that are likely to have been
touched, such as door handles, light switches, kettles, microwaves, tables, chairs and
chair backs.
For antibacterial washing up liquid - please refer to manufacturer's instructions.  You
may skip  step 4. if correctly using antibacterial washing up liquid to clean surfaces.

1.

Rinse cleaning cloth.  Use disinfectant spray and cloth or
antibacterial wipes to wipe all surfaces again.

 

Thoroughly clean your hands with soap and water or an alcohol-
based hand rub

 

C L E A N I N G  W E L F A R E  A R E A S

WASH YOUR HANDS

Nitrile Gloves

 

WEAR PPE

Safety Specs or Goggles

 

WIPE SURFACES WITH SOAP AND WATER

WIPE SURFACES WITH DISINFECTANT

WASH YOUR GLOVES WASH YOUR HANDS

+

2.

3.

4.

DISINFECT CLEANING CLOTH5.

Add bleach to half a washing up bowl of cold water.  Always follow instructions on the
packaging for the correct ratio of bleach to water.  Rinse the cleaning cloth and put it in the
bleach and water solution ready for the next time it is to be used.
     

WARNING: Bleach is an irritant.  Ensure you wear full PPE.  If bleach comes into contact
with your skin, rinse area with water immediately.

6.

Use soap and water to wash your gloves
with your hands still in them.  Dispose of
your gloves at the end of the day.

Thoroughly wash your hands for
at least 20 seconds with soap and
water or sanitiser gel.

7.



C L E A N I N G  R E S T R O O M  A R E A S

Everyone is responsible for maintaining excellent welfare facilities and ensuring the
safety of everybody on site.
 
When you have used these facilities, please ensure that you clean up after yourself and
leave it clean for the next user. 

After using these facilities, please wash your hands.

Use antibacterial wipes to clean facilities.  

Ensure you wipe down all surfaces that you have touched, starting with the door,
door handles (inside and out), sink, taps and light switches before moving on to the
toilet flush handle (if hand flush instead of foot pedal is provided) and finally the top
and the underneath of the toilet seat..

Dispose of used wipes in a bin.  When bin is full, please dispose of in a responsible
manner

Wash your hands for at least 20 seconds with soap and water or hand sanitiser.

 

 

 

 

Thoroughly clean your hands with soap and water or an alcohol-
based hand rub before and after using these facilities
 
Dry hands with disposable paper towels and dispose of in suitable
bin.

WARNING: Do not put bleach or any other chemical into the toilet where there is a
toilet cleaning chemical already present in the flushing water system.  TOXIC
CHEMICAL GASES WILL BE GIVEN OFF WHEN CLEANING CHEMICALS ARE MIXED.

WASH YOUR HANDS

DO NOT FLUSH PAPER TOWELS DOWN THE TOILET.  IT WILL CAUSE A BLOCKAGE.

WIPE DOWN THE FACILITIES

DO NOT FLUSH WIPES DOWN THE TOILET.  IT WILL CAUSE A BLOCKAGE.

If cleaning materials are low or need replacing, please inform the Site Foreman as
soon as possible.

Please leave this area as you would like to find it.  Clean and safe.



Let's Beat this Together

We know change can be hard.  No one in our lifetime has encountered a crisis such as the
current coronavirus pandemic.  If we all work together to maintain a tidy, clean and safe
working environment, we can prevent the spread of COVID-19 and other diseases.
 
It is our priority to ensure the safety of all employees, clients and site visitors.  
 
If you have any questions or concerns, please ask your manager for advice.
 
Let's work together to stay safe.
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