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OVERVIEW
Coronavirus (COVID-19) is the illness caused by a new strain of coronavirus first 
identified in Wuhan city, China. It can cause a new continuous cough, fever, or 
loss of, or change in, sense of smell or taste (anosmia).

Generally, coronavirus can cause more severe symptoms in people with 
weakened immune systems, older people, and those with long term conditions 
like diabetes, cancer, and chronic lung disease. 

This is a rapidly changing situation which is being monitored carefully.

SYMPTOMS OF CORONAVIRUS
The most common symptoms are new:

• Continuous cough.
• Fever/high temperature (37.8C or greater).
• Loss of, or change in, sense of smell or taste (anosmia).

A new continuous cough is where you:

• Have a new cough that has lasted for an hour.
• Have had 3 or more episodes of coughing in 24 hours.
• Are coughing more than usual.

A high temperature is feeling hot to the touch on your chest or back (you do not 
need to measure your temperature). You may feel warm, cold, or shivery.

Some people will have more serious symptoms, including pneumonia or difficulty 
breathing, which might require admission to hospital.

HOW THE VIRUS SPREADS
Because it is a new illness, we do not know exactly how the virus spreads from 
person to person.

People can become infected when droplets land directly on them or they touch 
contaminated objects and surfaces. That is why good respiratory hygiene and 
hand washing are so important.

The virus might also spread by people 2 days before developing symptoms or by 
those who do not develop significant symptoms at all.
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HOW TO AVOID CATCHING CORONAVIRUS
You can reduce your risk of getting and spreading the infection by:

• Avoiding direct hand contact with your eyes, nose, and mouth.
• Maintaining good hand hygiene.
• Avoiding direct contact with people that have a respiratory illness and 

avoiding using their personal items such as their mobile phone.
• Covering your nose and mouth when coughing or sneezing with disposable 

tissues and disposing of them in the nearest waste bin after use.
• Following the guidance for households with possible coronavirus infection 

and arranging to be tested if someone in your household has symptoms.
• Making sure everyone in your household follows the Scottish Government’s 

coronavirus advice as much as possible and to stay away from other people.
• Making sure everyone in your household follows the physical distancing 

advice, especially anyone in a vulnerable group.
• Helping those at extremely high risk of severe illness with coronavirus to 

follow the shielding advice.

WASH HANDS REGULARLY
Wash your hands with soap and water or alcohol hand sanitiser before eating 
and drinking, and after coughing, sneezing, and going to the toilet.
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GUIDANCE FOR EMPLOYEES

OVERVIEW
The following should be adhered by all employees:

• Wash hands regularly.
• Maintain 2m social distancing to limit physical contact including hand 

shaking.Food and drink to be consumed in designated areas once cleaning 
procedure has been followed.

• Work area including desks, computers, machinery, tools etc should be wiped 
down using the wipes provided.

• Hand sanitiser is available to all employees for vehicles and allocated 
through out the office and canteen areas. 

• Any visitor to site must be pre-arranged and where possible meeting should 
be held online or over the phone.

Appendix A shows the instructions which give more detail on what should and 
should not be done.
 

FIRST AID
If you are a first aider and need to deliver first aid to a casualty, then it would be 
advised that you should both wear a face covering before you give first aid.
Do not lose sight of other cross contamination that could occur that is not 
related to COVID-19. 

• Wear gloves or cover hands when dealing with open wounds.
• Cover cuts and grazes on your hands with a waterproof dressing.
• Dispose of all waste safely.
• Do not touch a wound with your bare hand.
• Do not touch any part of a dressing that will meet a wound.

In line with government advice, make sure you wash your hands or use an 
alcohol gel, before and after treating a casualty also ensure that you don’t 
cough or sneeze over a casualty when you are treating them.

REMEMBER YOUR OWN NEEDS
These are challenging and uncertain times for all. The COVID-19 outbreak has 
meant a lot of upheaval and worry for people. In order to help others, you will 
also need to look after your own needs. Make sure you take time to talk about 
your fears and concerns with someone you trust and to take out time to look 
after yourself. See Appendix B.
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CPR
The following is a guide on how CPR should be carried out during the outbreak.

If you find someone collapsed, 
you should first perform a primary 
survey. Do not place your face close 
to theirs. If you have established from 
this that they are unresponsive and 
not breathing, you should ask a helper 
to call 999 or 112 for emergency help 
while you start CPR. Ask a helper 
to find and bring a defibrillator, if 
available.

• Ask your helper to put the phone on 
speaker and hold it out towards you, 
so they can maintain a 2m distance.

• If you are on your own, use the 
hands-free speaker on a phone so 
you can start CPR while speaking to 
ambulance control.

• Do not leave the casualty to look for 
a defibrillator yourself. The ambulance 
will bring one.

Before you start CPR, use a towel or 
piece of clothing, and lay it over the 
mouth and nose of the casualty.

• Start CPR. Kneel by the casualty and 
put the heel of your hand on the 
middle of their chest. Put your other 
hand on top of the first. Interlock your 
fingers making sure they do not touch 
the ribs.

• Keep your arms straight and lean 
over the casualty. Press down hard, 
to a depth of about 5-6 cm before 
releasing the pressure, allowing the 
chest to come back up.

• The beat of the song “Staying Alive” 
can help you keep the right speed.

• Do not give rescue breaths.

STEP 1

STEP 2
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Continue to perform CPR until:

• Emergency help arrives and takes over.
• The person starts showing signs of life and 

starts to breathe normally.
• You are too exhausted to continue (if 

there is a helper, you can change over 
every one-to-two minutes, with minimal 
interruptions to chest compressions).

• A defibrillator is ready to be used.

If the helper returns with a defibrillator, 
ask them to switch it on and follow the 
voice prompts while you continue with 
CPR.

• Wherever possible, the helper should keep 
2m distance.

• If the casualty shows signs of becoming 
responsive, such as coughing, opening 
eyes, speaking, and starts to breath 
normally, put them in the recovering 
position. Monitor their level of response 
and prepare to give CPR again if 
necessary.

• If you have used a defibrillator, leave it 
attached.

MANAGING COVID-19 IN THE WORKPLACE
• If an employee becomes ill at work with suspected COVID-19 it is important 

to isolate them straight away and for them to go home as soon as possible. 
• Their work area should be immediately cleaned to stop any spread of the 

disease if it is found they have COVID-19.
• The workplace can remain open and staff do not need to be sent home.
• The individual should get themselves tested and report the results back to 

the workplace. 
• Any positive test results will be reported to the Government’s Test and Trace 

team.
• Only if you have had close contact with the person will you then be asked to 

self-isolate.
• The government’s advice will then be followed with regards to self-isolating.

STEP 3

STEP 4



APPENDIX A
WORKING ARRANGEMENTS CHANGES/
INSTRUCTIONS
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INSTRUCTION 001 

CANTEEN
        

SUBJECT: USE OF CANTEEN AND WELFARE 
FACILITIES
During this time when the spread of COVID-19 is still a high risk for the country 
the following measurements have been put in place to help minimise the spread 
of infection. These will remain in place until further notice.

Social Distancing and Hygiene are the most important items to focus on during 
this time.

All workers should remain at least 2m (6ft) away from each other this includes 
the canteen, toilet and changing area facilities. Breaks will be staggered to 
allow this rule to be followed.

• Gloves should be removed, and hands washed prior to entering the canteen.
• Hand sanitiser should be used before entering the canteen and after leaving. 
• Tables should be wiped down before and after use. 
• Any appliances used should also be wiped down including work surface in 

the kitchen area. 
• Employees must wash and dry their own dishes before leaving the canteen.
• Maximum of 4 Employees in canteen at any one time. 

1. Issue Date:
2. Effective From: 
3. Authorised: 



SWITCH COVID-19 POLICY/GUIDANCE DOCUMENT

INSTRUCTION 002 

PPE
        

SUBJECT: USE OF PPE
There have been a lot of articles and discussion about the use of face masks 
and gloves to help prevent the spread of COVID-19. The current official 
guidelines state that the best way to prevent the spread is social distancing 
and good hygiene measures. 

• FFP3 masks are only to be used if the risk assessment for the task has it as a 
control measure.

• Gloves are to be worn as normal making sure to wash and/or sanitise hands 
before putting on and after taking off.

• Any disposal PPE used should be put in the bin after use.
• Any re-usable PPE should be put away after cleaning.
• If social distancing(2m) cannot be carried out for a specific task(15mins) then 

face coverings* can be worn.
• Face Coverings** can be made from cloth and or other textiles and through 

which you can breathe (e.g. scarf). Wash your hands before putting on mask.

1. Issue Date:
2. Effective From: 
3. Authorised: 

*See your Supervisor or Safety Manager if you require one.
** We DO NOT recommend that face coverings should be used for prolonged 
periods of time.
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INSTRUCTION 003 

VISITORS
        

SUBJECT: VISITORS
During this time when the spread of COVID-19 is still high, measurements 
to reduce the amount of third parties on site will remain in place for the 
foreseeable future.

• Visiting drivers that are tipping waste are permitted without advance notice.
• Only 1 person is permitted to enter the weighbridge window at any one time. 

(Please DO NOT enter the office area without permission)
• Toilet facility for drivers is available please wash hands thoroughly after 

using the facility.
• Drivers must always remain in their cabs in the yard to ensure the 2m social 

distancing rule is followed. 
• Drivers may exit cab to open/close doors/sheets and to operate controls but 

only once an employee has instructed them to do so.
• Visitors to the office area will only be permitted by appointment and only 

where the meeting cannot take place online/phone call.
• Deliveries to the office will be left in reception as normal – during this time, 

the office staff will not sign paperwork.

1. Issue Date:
2. Effective From: 
3. Authorised: 
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INSTRUCTION 004 

DRIVERS
        

SUBJECT: DRIVERS
There have been changes made to our normal way of working to help prevent 
the spread of COVID-19. Social distancing and hygiene are the most important 
factors in preventing the spread of the disease.

• Always keep 2m away from other people.
• Passengers are not to be allowed in the cab. (where this is impossible the 

windows must be down and only 1 passenger permitted)
• For PPE follow instruction 002
• Wipe down handles, steering wheel, etc before and after your shift with 

antibacterial wipes or antibacterial spray and paper towels then dispose of 
in a bin.

• Wash your hands or use sanitiser often throughout the day and especially 
after any handling of materials. (see Instruction 002 for glove wearing)

• You are permitted to sign on behalf of the customer for waste transfer notes. 
Please write COVID-19 in the customer signature box 

• As per visitors only one person allowed at the weighbridge window at one 
time.

• Follow Customer Site Rules.
• Read Instructions 001-003.

1. Issue Date:
2. Effective From: 
3. Authorised: 
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INSTRUCTION 005 

OPERATIONS
        

SUBJECT: OPERATIONS
There have been changes made to our normal way of working to help prevent 
the spread of COVID-19. Social distancing and hygiene are the most important 
factors in preventing the spread of the disease.

• Always keep 2m away from other people.
• For PPE follow instruction 002.
• When using mobile plant - Wipe down handles, steering wheel, etc before 

and after your shift with antibacterial wipes or antibacterial spray with 
paper towels. (please dispose of these in a bin).

• Wash your hands or use sanitiser often throughout the day and especially 
after any handling of materials. (see Instruction 002 for glove wearing)

• Remind visiting drivers to stay in their cabs. 
• Read Instructions 001-003.

1. Issue Date:
2. Effective From: 
3. Authorised: 
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INSTRUCTION 006 

OFFICE
        

SUBJECT: OFFICE
There have been changes made to our normal way of working to help prevent 
the spread of COVID-19. Social distancing and hygiene are the most important 
factors in preventing the spread of the disease.

• Always keep 2m away from other people.
• Only one person in the bathroom at a time.
• Upstairs kitchen restricted to 1 person at a time. Downstairs no more than 2 

persons.
• Use anti-bacterial wipes or spray and cloth to clean your desk daily including 

your phone and keyboard.
• Wash your hands or use sanitiser often throughout the day.
• Bin any tissues straight away.
• Use the phone or email where you can instead of moving from office to office 

to speak to someone if you cannot then maintain 2m from the person.
• Use online or conference call for meetings where possible.
• Internal meetings can be held in the meeting room, but every other seat must 

remain empty.
• Wash and dry your own cups, plates, utensils etc. Wipe down anything you 

use i.e. microwave, kettle and any handles on drawers, fridge etc.

1. Issue Date:
2. Effective From: 
3. Authorised: 



APPENDIX B
MENTAL HEALTH DURING COVID-19
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LOOKING AFTER YOUR MENTAL HEALTH DURING THE 
CORONAVIRUS OUTBREAK

Infectious disease outbreaks, like the current Coronavirus (Covid 1), can be scary 
and can affect our mental health. While it is important to stay informed, there 
are also many things we can do to support and manage our wellbeing during 
such times.

Here are some tips from www.mentalhealth.org.uk (the full article can be found 
on their website.)

TRY TO AVOID SPECULATION AND LOOK UP REPUTABLE 
SOURCES ON THE OUTBREAK

• Up-to-date information can be found at www.gov.uk or www.hps.scot.nhs.uk

TRY TO STAY CONNECTED

• Keep in touch with friends and family as we work better with company and 
support.

• Stick to your daily routine.
• Try to avoid reading articles that are not from trusted sources.
• Consider muting pages on social media that are constantly talking about 

Coronavirus.

TALK TO YOUR CHILDREN

• We need to be alert to and ask children what they have heard and support 
them without causing them alarm.

• We need to minimise the negative impact it has on our children and explain 
the facts to them. Discuss the news but try to avoid over-exposure to 
coverage of the virus.

TRY TO ANTICIPATE DISTRESS

• It is normal to feel vulnerable and overwhelmed as we read news about the 
outbreak. It is important to acknowledge these feelings and remind each 
other to look after our physical and mental health. We should also be aware 
of and avoid increasing habits that may not be helpful in the long term, like 
smoking or drinking.

TRY TO MANAGE HOW YOU FOLLOW THE OUTBREAK IN 
THE MEDIA

• There is extensive news coverage about the outbreak. If you find the news is 
causing you huge stress, it is important to find the balance.

• Consider muting pages on social media that are constantly talking about 
COVID-19.

http://www.mentalhealth.org.uk
http://www.gov.uk
http://www.hps.scot.nhs.uk

