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Social distancing in the 
workplace 

What is social distancing?
Social distancing involves reducing day to day contact with other people, 
as much as possible. To reduce the spread of the coronavirus (COVID-19). 
We have already taken steps to ensure that every colleague who can 
work from home is able to do so. For those colleagues, whose roles 
cannot be done at home, they still need to attend the workplace. 

Social distancing applies to everyone and must be followed wherever 
possible. We all have a responsibility to ensure that the social distancing 
measures are being followed throughout the workplace. These measures 
are in place to keep us all safe. We need your help to ensure we are all 
doing everything we can to protect ourselves and each other. Here are 
some of the social distancing measures we need you to follow whenever 
you attend work: 

Avoid crowding 
We need to avoid crowding wherever we can and minimise opportunities 
for the virus to spread. The best way to do this is by keeping a two-metre 
distance between individuals wherever possible. So, whether you are 
at your workstation. Having a cup of tea on your break. Or going for a 
cigarette in a smoking shelter. You must ensure that you are always at 
least two metres away from your colleagues.
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Take extra care at the start and finish times
When everyone is rushing to get in or out of the building at the same 
time it is important not to forget about keeping that two-metre distance. 
No matter how much you want to get home at the end of a long day 
you must take your time when leaving the building. This ensures that 
social distancing can be followed, and you can keep your distance from 
colleagues. 

Wash your hands regularly 
Keeping your hands clean is a great way of minimising the risk of the 
virus spreading or of you passing it on. You should aim to wash your 
hands frequently throughout the day and for at least twenty seconds. You 
should always wash your hands as soon as you arrive at work or at home. 
Before you eat food and after blowing your nose, sneezing, or coughing. 
We have provided hand sanitisers and soap to ensure you are able to do 
this. Along with posters on how to wash your hands correctly in line with 
NHS guidance. 

Sneeze or cough into a tissue or sleeve 
Whenever you sneeze or cough always use a tissue. Dispose of the 
tissue in a bin immediately afterwards. You must then wash your hands 
immediately without touching anything. If you do not have a tissue 
sneeze or cough into the sleeve of your arm if you must. But do not do it 
in your hands as you are more likely to spread the virus if you do. 
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Remind your colleagues about social distancing 
We are all getting used to this new way of working and that is going to 
take time. When learning new habits, it is easy to forget and slip back 
into old ones. That is where we all need to help each other. If you see 
someone who has forgotten about social distancing or is not doing what 
they should, do not be afraid to politely remind them. At the same time 
do not be offended if you forget and someone reminds you too. We are 
all learning together and helping each other is one of the best things we 
can do. 

Avoid public transport where possible
We are keen to do everything we can to help colleagues with social 
distancing. Some of you are travelling to work on public transport at peak 
times and there is no other way you can get into work. Talk to your Line 
Manager so we can see what we can do to ensure you are able to travel 
when it is less busy. This may mean temporarily changing your start and 
finish times. 

Clean down your equipment 
If you are using equipment that is shared across shifts or used by other 
people be sure to wipe it clean at the start and end of your shift. Or after 
you have finished using it. This is an effective way to reduce the spread of 
the virus. Wipes and cleaning equipment have been provided at all sites 
for you to use. 

Driving 
If you share a vehicle it is not always easy to keep two metres apart. If 
that is the case it is important that you keep the windows down for the 
duration of the journey. This allows ventilation.  You should also ensure 
that driver and passengers face away from each other. This helps reduce 
the risk of transmission. 
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Staying at home if you or someone in your household 
has symptoms 
If you, or someone you live with, has either of the symptoms of 
coronavirus you must stay at home and not come to work. The 
symptoms are a high temperature and a new, continuous cough. This 
is the best thing you can do to keep your colleagues safe. You must not 
return to work for seven days from the day your symptoms started. Even 
if you feel better, and only if your temperature has returned to normal. 
If you live with someone that has symptoms you should stay home for 
fourteen days. Unless you develop symptoms yourself and then the 
seven-day clock starts for you too. 

Speak up
If you feel that social distancing is not being followed or taken seriously 
where you work, we want to know about it. So that we can take 
immediate action to rectify the situation. You should speak to your Line 
Manager in the first instance. But if you do not feel comfortable doing 
that you must contact your local safety representative or HR team. 
Speaking up means we can do something about it so use your voice and 
help keep us all safe. 


