
CLEANING AND 
HYGIENE IN THE 
WORKPLACE 



 

Having stringent hygiene and cleaning practices in place will 

help prevent the spread of Covid-19 in your workplace.  

 

 

 
All areas and facilities should be deep cleaned prior to reopening and a 

regular cleaning regime should be put in place. Heating, air conditioners 

etc. will need to be cleaned and inspected. Workstations and surfaces 

will need to be cleaned as well, before and after work. This may be 

extended to include cleaning measures throughout the working day 

such as between shifts and before or after contact with any surface.  

 

For staff communal areas, kitchens or break rooms, special 

considerations may be needed, including:  

 

• limiting the number of staff in the shared space at a time  

 

• disinfecting utensils, kettles and microwaves after each use 

 

• access to hot water and soap as well as ensuring staff are 

trained in adequate handwashing techniques 

 

Waste management will also need to be reviewed and measures for 

managing waste will need to be considered to reduce the risk of 

potential contamination.  

 

Where there are visitors to the workplace, reception/waiting areas must 

be kept clean and provide sufficient space to implement any social 

distancing measures. 



Helping Your Employees 
 

It’s important that employees understand the importance of cleaning and 

hygiene in the workplace. You could reinforce good practice by: 

 

• Implementing a clean desk policy 

• Putting up signs around the office to remind staff and visitors of 

correct hand washing procedures and to avoid touching their eyes/

nose/mouth 

• Adding hand sanitising stations where appropriate around the office, 

including entrances and exits, and reception areas/waiting rooms 

• Supplying disinfectant around work areas, particularly for shared 

spaces  

 

Remember to communicate regularly and clearly with employees about 

what you are doing to minimise risks and what is expected of them. 

Any employee who is unwell with symptoms of coronavirus: 

 

• a new, continuous cough; and/or  

• a high temperature; and/or 

• loss or change to sense of smell or taste   

 

should be reminded not to travel to or attend the workplace.  

 

If an employee becomes unwell in the workplace with coronavirus 

symptoms, they should be sent home and advised to follow the 

government’s ‘stay at home’ guidance. A plan should be put in place for 

dealing with this and managing other employees’ concerns. 

 

Further details on hygiene in the office can be found here: https://

www.gov.uk/government/publications/covid-19-decontamination-in-

non-healthcare-settings  
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