
 

 

      

 

COVID-19 Toolbox Talk 



 

Social Distancing – COVID-19 
 

Law & Guidance  
Health & Safety At Work Act 1974 

Personal Protective Equipment Regulations 
2002 

RIDDOR 2013 

The Coronavirus Act 2020. 

 

Guidance  
HSE - hse.gov.uk/news/coronavirus.htm 

Gov.uk website - gov.uk/coronavirus 

NHS.uk website. 

 

COVID-19 – What’s in a Name?  
Co – Corona 
Vi – Virus  
D – Disease  
19 – 2019 (Year of discovery) 

What is Coronavirus?  
Coronaviruses are a large family of viruses 
which may cause illness in animals or humans, 
a number of which are known to cause 
respiratory illnesses which can be as mild as 
the common cold to more severe diseases such 
as SARS (Severe Acute Respiratory Syndrome). 

A newly discovered coronavirus COVID-19 
(official name: severe acute respiratory 
syndrome coronavirus 2) is rapidly spreading 
across the globe and is thought to be related to 
the previous strain of SARS which was 
discovered in 2002 though the illness they 
cause are very different. 

What are the Key Symptoms?  
• High Temperature - You may feel hot 

to touch on your chest or back. 
• Coughing - A new, continuous cough, 

perhaps for more than an hour, or 3 
or more coughing episodes in 24 
hours. 

• Less Commonly Shortness of breath, 
aches and pains, sore throat & 
diarrhoea. 

 



 

Social distancing or self-isolation? 
• If you are displaying the symptoms of COVID-19, stay at home. If you are already at work, 

return home and begin self isolation for at least 7 days. 
• If you live with someone who has symptoms, you'll need to self-isolate for 14 days from the 

day their symptoms started.  This is because it can take 14 days for symptoms to appear.  
• If you are free of symptoms, then you will be required to socially distance. 

 

3 Reasons why social distancing is important 
 

Contact with infected 
people. 

• COVID-19 is usually spread among people when in close contact 
(within 2 metres or 6 feet) for a prolonged period. 

• The virus is spread by droplets which occur when an infected 
person coughs, sneezes, or talks. The droplets are sprayed into 
the air and are inhaled or ingested by people nearby. The 
droplets can also be inhaled into the lungs. 

It’s not just being in 
close contact with 
people. 

• It appears that it may be possible that a person can become 
infected with COVID-19 simply by touching a surface or object 
that has come into contact with an infected person and then by 
touching their own mouth, nose, or eyes. 

• COVID-19 can live for hours or days on a surface, depending on 
factors such as sunlight and humidity. 

You cannot tell who 
has the virus simply 
by looking at them. 

• The latest indications are that people who are infected but do 
not have symptoms likely also play a role in the spread of 
COVID-19, these people are known as asymptomatic carriers. 

 

 



 

Work from home 
The current guidelines require all employees have to work from home unless it is absolutely 
impossible for them to do so. Employers are required to make every effort to make home working 
possible. 

Some critical industries and roles cannot be fulfilled by working at home, these include: 

• Front-line services (such as healthcare and care provision). 
• Construction. 
• Manufacturing work. 
• Machine-operation. 

Where the work cannot be carried out from home, then controls are required to be implemented, 
including social distancing. 

 

Social Distancing—what’s involved? 
• 2 Metre rule: All persons working in or outside the workplace must be at least 2 metres apart 

from the nearest person, where possible in areas that may become crowded (e.g. where queues 
may form) floor markings should be used to facilitate 2 metre distancing. Ensure that you obey 
these rules even though it may feel awkward or antisocial. 

• Reduce face to face contact: If you cannot be kept 2 metres apart from your colleagues or the 
public, then you must work side by side or facing away from each other. Face to face contact is 
only permissible where it is totally unavoidable and must be limited to 15 minutes maximum. 

• Reduce team working: Team work is only allowed where it is either unavoidable or where it can 
be used to reduce risk, and teams should be kept as small as possible. Try to work with the same 
people so that any unavoidable contact is always between the same persons. 

• Protect the vulnerable: Do not allow any employees in a vulnerable group to do any activity 
where social distancing guidelines cannot be followed. 

• Stop non-essential activities: For any activity where the social distancing guidelines cannot be 
followed in full and the activity is not crucial to the operation of the business, stop the activity. 

 

Personal Protective Equipment (PPE) 
Where it is not possible to socially distance, or introduce physical barriers such as screens, then as a 
minimum your employer is required to provide you with Personal Protective Equipment (PPE). 

PPE, when worn and used correctly can provide an effective barrier between you and sources of 
infection, such as airborne droplets or contaminated surfaces. 

As a general rule, the following principals apply for PPE to work effectively: 

• Gloves: Whilst wearing gloves, ensure that you change them regularly and after contact with 
others, avoid touching your face, eyes and mouth. 

• Face shields: Where worn, ensure that these shields sufficiently cover your face, clean them 
regularly using detergent or antibacterial sprays. 



 

• Face masks: Ensure that you have put the mask on in line with the manufacturer’s guidance, 
where masks are worn then face-fit testing should be implemented to ensure a good seal. 
Remember, if you have a beard then you will need to shave in order to ensure a good seal. 

• If PPE is re-usable: Ensure that you keep it in good, clean and serviceable condition. Check it 
regularly for damage and store it away from an area where contaminants could be present. 
Do not share PPE. 

• If PPE is single use: Where disposable PPE is used, waste outlets should be located near the 
workplace. 

 

My business is customer facing, what do I need to do? 
• Directions & signage: Use signs to direct people where to go to maintain social distancing 

and only allow so many persons on the premises at once so there is no overcrowding. 
Additionally, put up signs telling persons not to come onto the premises if they are feeling 
unwell or have symptoms. 

• Hygiene & separation: Place and regularly clean screens to separate workers from 
customers at checkouts, counters, or other points of interaction. Make sure you regularly 
wash your hands for at least 20 seconds, use an alcohol based hand sanitiser of at least 60% 
strength if it is not possible to gain access to soap and water. 

• Employee welfare: To reduce the likelihood of you ingesting the virus, bring your own food 
from home.  Ensure that whilst eating, all social distancing, cleanliness and hygiene 
measures apply. Consider staggering your breaks to minimise contact with colleagues. 

• Contractors: Require all contractors working at the workplace to demonstrate that they 
have social distancing and other procedures to minimise coronavirus risks. It is advisable to 
prohibit contractors visiting the premises for anything other than essential work. 

 

 

 

  



 

Toolbox Talk Quiz  
 

After workers have received the team brief information, the following questions should be asked to 
ensure that they have listened and understood the necessary information. 

The questions can be asked to a group or an individual. If the incorrect answer is given the trainer 
should repeat the relevant section of the team brief. 

 

Q1. Name two ways coronavirus can be spread? 
A1. Answers can include: by droplets, social contact for prolonged periods, from surfaces. 

 

Q2. How far apart should you stand from others & members of the 
public wherever possible: 
A2. 2 Metres. 

 

Q3. How long should you wash your hands for? 
A3. At least 20 seconds. 

 

Q4. Is the following statement true or false: ‘everyone carrying the 
virus displays symptoms?’ 
A4. False. 

 

Q5. What symptoms are commonly associated with covid-19? 
A5. High temperature, coughing and fever. 

 

Q6. Is the following statement true or false: ‘non-essential activities 
can continue if social distancing measures are in place?’ 
A6. False. 
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