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Introduction 

These are exceptional circumstances and the industry must comply with the latest Government advice 
on Coronavirus (Covid-19) at all times. 

These suggested Site Operating Procedures (SOP) guidelines are based on Public Health England (PHE) 
guidance (other restrictions and advice may apply in Scotland, Wales and Northern Ireland) and 
TIMCON Executive Board members. Please also refer to the recent TIMCON updates which give link 
information re important and useful updates and articles. This document will be reviewed on a regular 
basis and reissued as and when required. 

Companies operating during the Coronavirus (Covid-19) pandemic need to ensure they are protecting their 
workforce and minimising the risk of spread of infection. This includes considering how personnel travel to 
and from work. 

This guidance is intended to help members introduce consistent measures at sites of all types (new 
manufacture, reconditioned, repair and pooling) and sizes in line with the Government's recommendations on social 
distancing and ensure employers and individuals make every effort to comply. 

PHE guidance for states "where it is not possible to follow the social distancing guidelines in full in relation to 
a particular activity. You should consider whether that activity needs to continue for the site to continue to 
operate, and, if so, take all the mitigating actions possible to reduce the risk of transmission” 

The health and safety requirements of any production process/activity must not be compromised at this  time. 
If a process / activity cannot be undertaken safely, it should not take place. 

Emergency services are also under great pressure and may not be able to respond as quickly as usual. This 
should be taken into consideration in the planning of work activities, first aid,  fire and emergency responses. 

Companies must have in place effective arrangements for monitoring and reviewing their compliance 
with Government and industry guidance. They should also remind the workforce at every opportunity 
of the Site Operating Procedures which are aimed at protecting them, their colleagues, families and the UK 
population. 

Companies must ensure they have carried out appropriate suitable and sufficient risk assessments. 

Companies should consider employees signing a document acknowledging the Companies Protocol. 
 

When to Travel To Work 

 

The Secretary of State for Business, Energy and Industrial Strategy has advised recently: 

That wherever possible, people should work at home. However, we know that for many people working in 
construction their job requires them to travel to their place of work, and they can continue to do so. This 
is consistent with the Chief Medical Officer’s advice”. 

It is important to understand the following guidelines by which workers should or should not travel to work 
as outlined below. 

  

Social distancing Workers should follow the guidance on Staying at home and away from 
others (social distancing). Where they cannot work from home, they must 
follow the same principles of social distancing while travelling to and from 
work and while at work. 

Self-isolation Anyone who either has a high temperature or a new persistent cough or is 
within 14 days of the day when the first member of their household showed 
symptoms of Coronavirus (Covid-19) should not come to site, but must follow 
the guidance on self- isolation. 
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Person at increased 
risk 

Anyone who is at increased risk of severe illness from Coronavirus (Covid-
19) is strongly advised to work at home and should be particularly stringent 
about following social distancing measures. 

Persons defined on 
medical grounds as 
extremely 
vulnerable 

Anyone identified as extremely vulnerable will be advised by their health 
authority and must follow the guidance on shielding and protecting 
extremely vulnerable people. 

Living with a 
person in one of 
the above 
groups 

Anyone living with a person who is at increased risk of severe illness, or an 
extremely vulnerable person who is shielding from Coronavirus (Covid-19), 
should stringently follow the guidance on social distancing and minimise 
contact outside the home. 

If someone falls ill If a worker develops a high temperature or a persistent cough while at 
work, they should: 

• Ensure their manager or supervisor is informed 

• Return home immediately 

• Avoid touching anything 

• 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. 

They must then follow the guidance on self-isolation and not return to work 
until their period of self-isolation has been completed. 

 

Travel to Work 

Wherever possible workers should travel to site alone using their own transport. If workers have no option but 
to share transport; 

• Journeys should be shared with the same individuals and with the minimum number of people at any one 
time 

• Good ventilation (i.e. keeping the windows open) and facing away from each other may help to reduce the 
risk of transmission 

• The vehicle should be cleaned regularly using gloves and standard cleaning products, with particular 
emphasis on handles and other areas where passengers may touch surfaces. 

Sites should consider; 

• Parking arrangements for additional vehicles and bicycles 

• Other means of transport to avoid public transport e.g. cycling 
• Providing hand cleaning facilities at entrances and exits. This should be soap and water wherever 

possible or hand sanitiser if soap and water is not available. 
• How someone taken ill would get home 
• Where public transport is the only option for workers, you could consider; 

• Changing and staggering site hours to reduce congestion on public transport 
• Avoid using public transport during peak times (05.45-7.30 and 16.00-17.30) 

 

Driving at Work 

When travelling at work or between sites locations, workers should travel alone. If workers have no option but 
to share a vehicle, then they should: 

• Where with the same individuals and with the minimum number of people at any one time 
• Wherever possible maintain a distance of 2 meters and avoid touching their faces 
• Maintain good ventilation and face away from each other during the journey 
• Wash their hands for 20 seconds using soap and water or hand sanitiser if soap and water not available  
• Regularly clean the vehicle using gloves and standard cleaning products. 
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Site Access Egress Points 

• Stop all non-essential visitors 
• Consider introducing staggered start and finish times to reduce congestion and contact at all times 
• Plan site access and egress points to enable social distancing – you may need to change the number of 

access points, either increase to reduce congestion or decrease to enable monitoring, including in the 
case of emergencies 

• Allow plenty of space between people waiting to enter sites 
• Use signage 

o such as floor markings, to ensure 2 meter distance is maintained between people when 
queuing 

o reminding workers not to attend if they have symptoms of Coronavirus (Covid-19) and to 
follow guidelines 

• Remove or disable entry systems that require skin contact (e.g. fingerprint scanners) unless they are 
cleaned between each individual use 

• Require all workers to wash their hands for 20 seconds using soap and water when entering and 
leaving the site  

• Regularly clean common contact surfaces in reception, office, access control and delivery areas e.g. 
scanners, turnstiles, screens, telephone handsets and desks, particularly during peak flow times 

• Reduce the number of people in attendance at site inductions and consider holding them outdoors 
wherever possible  

• Where loading and offloading arrangements on site will allow it, drivers should remain in their 
vehicles. Where drivers are required to exit their vehicle, they should wash or sanitise their hands 
before handling any materials  

• Consider arrangements for monitoring compliance.  

 
Handwashing 

(Refer to appendix 1) 

• Allow regular breaks to wash hands 
• Provide additional hand washing facilities (e.g. pop ups) to the usual welfare facilities, particularly on 

a large spread out site or where there are significant numbers of personnel on site. 
• Ensure adequate supplies of soap and fresh water are readily available and kept topped up at all 

times 
• Provide hand sanitiser (minimum 60% alcohol based) where hand washing facilities are unavailable 
• Regularly clean the hand washing facilities   
• Provide suitable and sufficient rubbish bins for hand towels with regular removal and disposal.  

Toilet Facilities 

• Restrict the number of people using toilet facilities at any one time and use signage, such as floor 
markings, to ensure 2 metre distance is maintained between people when queuing 

• Wash or sanitise hands before and after using the facilities 
• Enhance the cleaning regimes for toilet facilities, particularly door handles, locks and the toilet flush 
• Portable toilets should be avoided wherever possible, but where in use these should be cleaned and 

emptied more frequently 
• Provide suitable and sufficient rubbish bins for hand towels with regular removal and disposal.  
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Canteen & Rest Areas 

• Where possible, workers should be encouraged to bring their own food. They should also be required 
to stay on site once they have entered it and avoid using local shops. Where there are no practical 
alternatives. 

• Consider increasing the number or size of facilities available on site if possible  
• The capacity of each canteen or rest area should be clearly identified at the entry to each facility, and 

where necessary attendants provided to supervise compliance with social distancing measures 
• Break times should be staggered to reduce congestion and contact at all times 
• Drinking water should be provided with enhanced cleaning measures of the tap mechanism 

introduced  
• Frequently clean surfaces that are touched regularly, using standard cleaning products  e.g. kettles, 

refrigerators, microwaves  
• Hand cleaning facilities or hand sanitiser should be available at the entrance to any room where 

people eat and should be used by workers when entering and leaving the area 
• A distance of 2 metres should be maintained between users, wherever possible  
• All rubbish should be put straight in the bin and not left for someone else to clear up 
• Tables should be cleaned between each use 
• Crockery, eating utensils, cups etc. should not be used unless they are disposable or are washed and 

dried between use   
• Consider arrangements for monitoring compliance.  

Changing Facilities, Showers and Drying Rooms  

• Consider increasing the number or size of facilities available on site if possible 
• Based on the size of each facility, determine how many people can use it at any one time to maintain 

a distance of two metres 
• Restrict the number of people using these facilities at any one time e.g. use a welfare attendant 
• Introduce staggered start and finish times to reduce congestion and contact at all times 
• Introduce enhanced cleaning of all facilities throughout the day and at the end of each day 
• Provide suitable and sufficient rubbish bins in these areas with regular removal and disposal.  

PPE 

It is recommended that Companies nominate a person to oversee PPE re purchase, stocking and training on 
the use of the various pieces of gear and equipment. 

Operations 

Refer to Appendix  

Activity Control Plans 
Transport 
Activities 

 HGV drivers advised to clean the inside of their cabs using sanitised 
disposable wipes or use anti-bacterial spray and paper towel/roll then wash 
their hands with soap and hot water for a minimum of 20 seconds then 
sanitise at the start and end of their shift. The correct method to wash hands 
is illustrated on the NHS hand washing guidance leaflet. Appendix 1 

 The cross sharing of HGVs should be minimised and mid shift cleaning is 
advised where this occurs.  

 When delivering products to customers or being loaded/unloaded on site 
then the HGV driver must maintain a 2 metre social distancing when in 
contact with others persons such as when closing/opening trailer curtains.  

 Alternatives methods to be adopted when obtaining delivery notes from the 
office and receiving POD signatures from customers. 
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FLT Activities  FLT drivers advised to clean the controls and steering wheel using sanitised 
disposable wipes or use anti-bacterial spray and paper towel/roll then wash 
their hands with soap and hot water for a minimum of 20 seconds then 
sanitise at the start and end of their shift. The correct method to wash hands 
is illustrated on the NHS hand washing guidance leaflet. Appendix 1 

 The cross sharing of FLTs should be minimised and mid shift cleaning is 
advised where this occurs.  

 When delivering raw materials or uplifting finished goods from work 
benches or pallet machine areas or loading/unloading on site then the FLT 
driver must maintain a 2 metre social distancing when in contact with others 
persons.  

 Alternatives methods to be adopted when obtaining delivery notes for 
goods. 

Pallet manufacture 
- Bench Assembly - 
One Person 
Operation 

 Pallet manufacture operatives to be allocated specific work areas that 
provide a minimum 2 metre social distancing from other operatives in the 
work area. Operatives should not enter each other’s social distancing zone.  

 Operatives to clean their gun handles and other tools at the start and end of 
each shift using sanitised disposable wipes or use anti-bacterial spray and 
paper towel/roll.  

 Operatives should wash their hands with soap and hot water for a minimum 
of 20 seconds then sanitise at the start and end of their shift. 

 The correct method to wash hands is illustrated on the NHS hand washing 
guidance leaflet. Appendix 1 

Pallet manufacture 
- Bench Assembly - 
Two Person 
Operation 

 Pallet manufacture operatives to be allocated specific work areas that 
provide a minimum 2 metre social distancing from other two person 
operations in the work area.  

 Operatives should not enter each other’s social distancing zone.  
 Operatives to clean their gun handles and other tools at the start and end of 

each shift using sanitised disposable wipes or use anti-bacterial spray and 
paper towel/roll. 

 Operatives should wash their hands with soap and hot water for a minimum 
of 20 seconds then sanitise at the start and end of their shift. 

  The correct method to wash hands is illustrated on the NHS hand washing 
guidance leaflet. Appendix 1 

 The work process should be designed so that each operative works 
alternatively and only one at the work bench at any given time.  

 Safe distance to be marked on floor where practicable.  
 If 2 metre social distancing cannot be achieved then both operatives must 

alternate the work process so that only one operator is at the work station at 
any given time and must wear disposable face masks when they are required 
to come closer together to lift the finished pallet off the work bench. 

 The fitment of face masks should follow the instructions as detailed on the 
HSE guidance poster. Appendix 3 

Pallet 
Manufacture – 
Machine 
 

 All manufacturing operational functions have been reviewed at each site and 
where practicable alternative work processes adopted to comply with the 2 
metre social distancing rule.  

 Operatives should wash their hands with soap and hot water for a minimum 
of 20 seconds then sanitise at the start and end of their shift. 

  The correct method to wash hands is illustrated on the NHS hand washing 
guidance leaflet. Appendix 1 

 Where it is not practicable for the social distancing requirement to be 
achieved then all steps must be taken to minimise the amount of contact 
there is between the concerned operatives and the operatives must wear 
disposable face masks.  
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 The fitment of face masks should follow the instructions as detailed on the 
HSE guidance poster. Appendix 2 

Saw Shop 
Activities 

 Saw equipment operatives to be allocated specific work areas that provide a 
minimum 2 metre social distancing from other operatives in the work area.  

 Operatives should not enter each other’s social distancing zone or come into 
contact with FLT drivers servicing their work station.  

 Operatives to clean the saw equipment handles and controls at the start and 
end of each shift using sanitised disposable wipes or use anti-bacterial spray 
and paper towel/roll.  

 Operatives should wash their hands with soap and hot water for a minimum 
of 20 seconds then sanitise at the start and end of their shift. 

 The correct method to wash hands is illustrated on the NHS hand washing 
guidance leaflet. Appendix 1 

Pallet Sorting  Pallet sorting operatives to be allocated specific work areas that provide a 
minimum 2 metre social distancing from other operatives in the work area.  

 Operatives must not enter each other’s social distancing zone or come into 
contact with FLT drivers servicing their work area.  

 Operatives should wash their hands with soap and hot water for a minimum 
of 20 seconds then sanitise at the start and end of their shift. 

 The correct method to wash hands is illustrated on the NHS hand washing 
guidance leaflet. Appendix 1 

Pallet Repair  Pallet repair operatives to be allocated specific work areas that provide a 
minimum 2 metre social distancing from other operatives in the work area.  

 Operatives should not enter each other’s social distancing zone or come into 
contact with FLT drivers servicing their work station.  

 Operatives to clean their gun handles and other tools at the start and end of 
each shift using sanitised disposable wipes or use anti-bacterial spray and 
paper towel/roll.  

 Operatives should wash their hands with soap and hot water for a minimum 
of 20 seconds then sanitise at the start and end of their shift. 

 The correct method to wash hands is illustrated on the NHS hand washing 
guidance leaflet. Appendix 1 

Welfare  & Rest 
Break Activities 

 All rest breaks and smoke breaks to be limited to a maximum number at any 
one time to ensure the 2 metre social distancing is adhered to at all times.  

 All staff should wash their hands with soap and hot water for a minimum of 
20 seconds then sanitise at each rest break.  

 The correct method to wash hands is illustrated on the NHS hand washing 
guidance leaflet. Appendix 1 

 All rest breaks should be staggered to maintain safe social distancing 
 If practicable the removal of surplus tables/chairs is advised to improve the 

separation distances within the rest area.  
 Staff are not allowed to congregate and contravene the social distancing 

rules during break times.  
 If practicable then one way systems routes to be designed to minimise staff 

contact or interaction during travelling to and from rest or toilet breaks. 
Management & 
Supervision 

 Management should where practicable take all available steps to ensure that 
the 2 metre social distancing is maintained at all times and that both 
personal and facility hygiene levels are maintained at the highest practicable 
levels and if necessary enforce these standards.  

 These requirements include the entering and leaving the premises by staff, 
the use of rest and welfare facilities, all operational tasks, emergency 
procedure and the control of all site visitors 
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Office Activities  Work station arrangements for office based staff unable to work from home 
should where practicable ensure a 2 metre gap exists between work 
colleagues. 

 Staff should wash their hands with soap and hot water for a minimum of 20 
seconds then sanitise at the start and end of their shift 

 The correct method to wash hands is illustrated on the NHS hand washing 
guidance leaflet. Appendix 1 

 Staff should clean their work stations i.e. phone, keyboard, desk surface and 
display screen at the start and end of each shift using sanitised disposable 
wipes or use anti-bacterial spray and paper towel/roll.  

  It is advised that all meetings are held via video conferencing or conference 
phone calls.  

 If a face-to-face business critical meeting is absolutely required then the 2 
metre social distancing must be maintained.  

 All staff when entering and exiting the facility should maintain the 2 metre 
social distancing. 

All Other Activities  When utilising equipment such as finger print recognition clock in/out facility 
then the 2 metre social distancing should be maintained during both 
processes and the finger print screen should be cleaned using a sanitised 
wipe or anti-bacterial spray and paper towel/roll by each person clocking in 
and out. 

 First Aid stations to be stocked with disposable gloves, disposable apron and 
full face mask to enable first aiders to provide treatment safely.  

 To remove the disposable gloves safely then first aiders should follow the 
instructions as detailed on the HSE guidance poster. Appendix 3 

 In the event of an actual fire evacuation or drill then all practicable steps 
should be taken to avoid contravening the social distancing rule whilst staff 
are safely exiting the facility and during the roll call.  

 Site visitors should be limited to only essential services such as FLT, nail 
gun/compressor providers, statutory compliance providers and potential 
emergency providers such as fire alarm, plumbers, electricians, etc.  

 All site visitors should be questioned regarding their health condition in 
relation to the COVID-19 recognised symptoms and refused entry if any 
symptoms exist. 

 

Work Planning to Avoid Close Working  

In line with Public Health England (PHE) guidelines, where it is not possible to follow the social distancing 
guidelines in full in relation to a particular activity, Companies should consider whether that activity needs to 
continue for the Company to continue to operate, and, if so, take all the mitigating actions possible to reduce 
the risk of transmission. Work and procedures need to be planned and organised to avoid crowding and 
minimise the risk of spread of infection by following PHE and HSE guidance and the advice within these Site 
Operating Procedures.  

Companies should remind the workforce (e.g. at daily briefings) of the specific control measures necessary to 
protect them, their colleagues, families and the UK population.  Hierarchy of Controls If you are not able to 
work whilst maintaining a two metre distance, you should consider whether the activity should continue and, 
if so, risk assess it using the hierarchy of controls below and against any sector-specific guidance.  

Eliminate •Workers who are unwell with symptoms of Coronavirus (Covid-19) should not travel to or 
attend the workplace 
• Rearrange tasks to enable them to be done by one person, or by maintaining social 
distancing measures (2 metres) 
 • Avoid skin to skin and face to face contact 
 • Stairs should be used in preference to lifts or  hoists and consider one ways systems  
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• Consider alternative or additional mechanical aids to reduce worker interface  
Site Meetings 
• Only absolutely necessary meeting participants should attend 
 • Attendees should be at least two metres apart from each other 
• Rooms should be well ventilated / windows opened to allow fresh air circulation  
• Consider holding meetings in open areas where possible  
 

Reduce Where the social distancing measures (2 metres) cannot be applied: 
• Minimise the frequency and time workers are within 2 metres of each other • Minimise the 
number of workers involved in these tasks  
• Workers should work side by side, or facing away from each other, rather than face to face  
• Lower the worker capacity of lifts and hoists to reduce congestion and contact at all times  
• Regularly clean common touchpoints, doors, buttons, handles, vehicle cabs, tools, 
equipment etc.   
• Increase ventilation in enclosed spaces  
• Workers should wash their hands before and after using any equipment   
 

Isolate Keep groups of workers that have to work within 2 metres:  
• Together in teams e.g. (do not change workers within teams)  
• As small as possible  
• Away from other workers where possible 

Control Where face to face working is essential to carry out a task when working within 2 metres: 
• Keep this to 15 minutes or less where possible  
• Consider introducing an enhanced authorisation process for these activities   
• Provide additional supervision to monitor and manage compliance 

PPE Sites should not use RPE for Coronavirus (Covid-19) where the two metre social distancing 
guidelines are met.   
• Where it is not possible to maintain a two metre distance, each activity should be risk 
assessed using the hierarchy of controls and against any sector-specific guidance, mindful 
that masks (RPE) are the last resort in the hierarchy  
• Re-usable PPE should be thoroughly cleaned after use and not shared between workers  
• Single use PPE should be disposed of so that it cannot be reused  
• Where personnel are required to work in specific environments (e.g. where persons are 
shielding, with symptoms, or confirmed Coronavirus (Covid-19) cases may be present e.g. 
healthcare or in a home environment) additional PPE should be considered specific to the 
Coronavirus (Covid-19) risk    
 

Behaviours The measures necessary to minimise the risk of spread of infection rely on everyone in the 
industry taking responsibility for their actions and behaviours.  Please encourage an open 
and collaborative approach between workers and employers on site where any issues can be 
openly discussed and addressed. 

 

First Aid and Emergency Service Response 

The primary responsibility is to preserve life and first aid should be administered if required and until the 
emergency services attend. 

• When planning site activities, the provision of adequate first aid resources must be agreed between 
the relevant parties on site 

• Emergency plans including contact details should be kept up to date 
• Consideration must also be given to potential delays in emergency services response, due to the 

current pressure on resources 
• Consider preventing or rescheduling high-risk work or providing additional competent first aid or 

trauma resources.   
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Cleaning  

(Refer to Appendices 4 & 5) 

 Enhanced cleaning procedures should be in place across the site, particularly in communal areas and at touch 
points including:  

• Taps and washing facilities 
• Toilet flush and seats 
• Door handles and push plates 
• Hand rails on staircases and corridors 
• Lift and hoist controls 
• Machinery and equipment controls 
• All areas used for eating must be thoroughly cleaned at the end of each break and shift, including 

chairs, door handles, vending machines and payment devices. 
• Telephone equipment, key boards, photocopiers and other office equipment  
• Rubbish collection and storage points should be increased and emptied regularly throughout and at 

the end of each day. 

Returning to Work 

(Refer to appendix 6) 

It is imperative that all employees returning to work must NOT commence work until they have gone through 
a return to work induction. This is to ensure that they are aware of all the newly introduced processes, 
procedures and working practises are explained in detail. 

Companies should consider that the employees sign a document confirming they have received and 
understood “the back to work induction”. 

Essential Workers Testing 

Companies must refer to the guidance notes issued by individual UK governing bodies to ensure any variations 
are covered. 

The criteria for referring any staff members onto the employer referral portal is as follows;  

       Employee must be self-isolating and requires to be tested negative before returning to work 
     Employees showing symptoms of Coronavirus (ideally within first 3 days of symptoms –  

NO testing after 5 days of symptoms) 
    People who live with essential workers and have Coronavirus symptoms 
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Appendix 5 

 

Site Cleaning Guidance 

The following procedures defines different levels of cleaning processes that can be adopted. 

Hygiene Levels 
Level 1 Personal Hygiene Controls 
Level 2 Daily Workplace Cleaning 
Level 3 Absence Driven Daily Workplace Cleaning 
Level 4 Deep Clean – Entire Site (No site activity for 72 Hours) 

 

The following escalation process will be followed to initiate / approval the cleaning level required at 
each site / location 

Escalation Process 
Level 1 
Level 2 
Level 3 
Level 4 

Site Manager 
Site Manager 
Regional Director 
Managing Director 

 

 

Hygiene Levels 

Level 1 
Task Follow government and SG hygiene guidelines 
Cleaning Equipment Hand soap, paper towels/hand driers and hand sanitiser gel 
Instructions and 
Precautions 

Wash hands for a minimum of 20 seconds, dry properly and sanitise. No 
precautions required 

Personal Protection 
Equipment 

None 

Repetition As often as possible and always before/after toilet/rest breaks 
Training As per COVID 19 instructions posted on staff notice boards 

 

Level 2  & Level 3 
Task Clean office areas 
Cleaning Equipment Sanitised disposable wipes or use anti-bacterial surface cleanser (spray 

bottle) and paper towels/rolls 
Instructions and 
Precautions 

Clean hands before starting task. Wipe desk surface, phone, PC 
keyboard, door handles and display screen with sanitised wipes or use 
anti-bacterial surface cleanser and paper towels/rolls. All waste materials 
and disposable PPE to be put into waste bags. Follow manufacturer 
instructions 

Personal Protection 
Equipment 

Disposable gloves, safety glasses and disposable aprons 

Repetition Level 2 – Once Daily 
Level 3 - Twice Daily – Start and end of shift 

Training If no existing cleaning staff or contractor then please refer to 
manufacturer’s instructions on cleaning equipment 
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Appendix 5 cont. 

 

Task Clean rest areas 
Cleaning Equipment Sanitised disposable wipes or use anti-bacterial surface cleaner (spray 

bottle) and paper towels/rolls (hard surfaces/equipment). Diluted 
disinfectant/bleach and mops/buckets (floor surfaces) 

Instructions and 
Precautions 

Clean hands before starting task. Clean door handles, vending machine 
buttons/flap door, food prep area, dining tables, chairs, kettle, microwave 
and sink area with sanitised wipes or use anti-bacterial surface cleanser 
and paper towels/rolls. Mop floor area. All waste materials and disposable 
PPE to be put into waste bags. Follow manufacturer instructions 

Personal Protection 
Equipment 

Disposable gloves, safety glasses, face masks and disposable aprons 

Repetition Level 2 – Once Daily 
Level 3 - 4 Times Daily - Start of shift, before/after lunch breaks and end 
of shift 

Training If no existing cleaning staff or contractor then please refer to 
manufacturer’s instructions on cleaning equipment 

 

Task Clean toilet areas 
Cleaning Equipment Sanitised disposable wipes or use anti-bacterial surface cleaner (spray 

bottle) or diluted disinfectant and paper towels/rolls (sanitary surfaces) 
and diluted disinfectant or bleach and mops/buckets (floor surfaces) 

Instructions and 
Precautions 

Clean hands before starting task. Clean door handles, wash basins and 
toilets with sanitized wipes or use anti-bacterial surface cleanser and 
paper towels/rolls. Mop floor area. All waste materials and disposable 
PPE to be put into waste bags. All waste wipes to be put into waste bags. 
Follow manufacturer dilution instructions 

Personal Protection 
Equipment 

Disposable gloves, safety glasses, face masks and disposable aprons 

Repetition Level 2 – Once Daily 
Level 3 - 4 Times Daily - Start of shift, before/after lunch breaks and end 
of shift 

Training If no existing cleaning staff or contractor then please refer to 
manufacturer’s instructions on cleaning equipment 

 

Task Clean hand tools incl. nail guns and reciprocating saws 
Cleaning Equipment Sanitised disposable wipes 
Instructions and 
Precautions 

Clean hands before starting task. Wipe tools with provided wipes. All 
waste wipes to be put into waste bags. Disconnect power source before 
cleaning. 

Personal Protection 
Equipment 

Disposable gloves and safety glasses 

Repetition Level 2 – Once Daily 
Level 3 - Twice Daily – Start and end of shift 

Training Basic cleaning method to be provided by site management 
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Level 4 
Task Full site deep clean including offices, rest areas, sanitary areas, machine 

control stations and handrails, work benches, tools (manual and 
powered), vehicles (FLTs and LGVs) and production areas 

Cleaning Equipment Sanitised disposable wipes or use anti-bacterial surface cleaner (spray 
bottle) or diluted disinfectant and paper towels/rolls (sanitary surfaces, 
machine control stations and handrails). Diluted disinfectant or bleach and 
mops/buckets (floor surfaces in rest and sanitary areas). Diluted 
disinfectant or bleach in backpack sprayer (floor surfaces on work 
benches and production areas) 

Instructions and 
Precautions 

Clean hands before starting task. Instructions and precautions as per in 
Level 2 plus clean machine control stations and handrails and vehicles 
(FLTs and LGVs) with sanitized wipes or use anti-bacterial surface 
cleanser and paper towels/rolls and spray work benches and production 
area floors  

Personal Protection 
Equipment 

Disposable gloves, face masks, goggles full face visor, disposable clean 
suits and safety wellington boots 

Repetition As Required 
Training If no existing cleaning staff or contractor then please refer to 

manufacturer’s instructions on cleaning equipment 
 

Cleaning Processes and PPE Equipment 

 Cleaning Equipment 
Description Level 

1 
Level 

2 
Level 

3 
Level 

4 
Hand Soap     
Hand Gel Sanitiser     
Sanitised Wipes     
Paper Towels/Rolls     
Anti-Bacterial Surface Cleaner - Spray Bottle     
Disposable Aprons     
Disposable Gloves     
Safety Glasses     
Face Masks     
Disposable Waste Bags     
Mops and Buckets     
Diluted Disinfectant/Bleach     
Goggles     
Backpack Sprayer     
Full Face Visor     
Safety Wellington Boots     
Disposable Clean Suits     
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COVID-19 Risk Management Plan  
 Toolbox Talk Training 

 
 
I hereby sign to say that I have read the (company name) risk management 
plan document that provides information on the COVID-19 controls that have 
been put in place to protect all staff and site visitors and that I understand and 
agree to comply with the controls provided in relation to this matter. 
 
 

 
Date 

 
Name 

 
Signature 

 
Manager 
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Examples of eye protection PPE and Operations Face Masks 

Spoggles offer ideal protection when the 2 metre working/social distance cannot be maintained. 

 

 

Googles – Prescription Glasses Option 

 

 

 

Operations Face Masks – FFP2 Masks 

Wear duration – 2 masks per 5 day working 

Must be kept in sealed bag when not in use 

 

 

IMPORTANT 
 
 

It is becoming increasingly reported that 
there are examples of lesser quality 
products and “fake” masks coming into 
the UK. 
 
Companies should ensure that protects 
being offered meet the published 
guidelines etc.  
 


