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Best practice and tips from industry on how to maintain 
social distancing measures in the workplace 
 
The First Minister has advised essential businesses to maintain social distancing measures in the 
workplace. To support food and drink manufactures in protecting their workforce from Covid-
19, Scotland Food & Drink, along with our partners and member businesses, has pulled together 
best practice tips being used by members of the food and drink business community.  
 
We understand that this advice may not be relevant for all businesses but we hope that sharing 
community practice provides support in some way. We will continue to develop and expand 
these tips as we learn more and will share any official guidance as and when we receive it.   
 
If you have created your own guidelines or have come across any helpful resources please share 
by sending to info@foodanddrink.scot   
 
1) Social distancing measures to help staff maintain a 2-meter distance from each other 
 
Employee separation  

• Build extra space into the production processes themselves to maintain adequate 
distance between employees 

• To help maintain separation, install curtains or screens between operator stations and 
workspaces.  

• Ensure your First Aid protocol is suitable for today’s environment. Ensure PPE is worn as 
appropriate by the First Aider, and, if possible, avoid physical contact with the patient; if 
not, ensure you wash your hands for 20 seconds minimum after being in contact. 

• Try to eliminate queues entering and leaving the building at start and stop times. 
Example: use the security entrance doors at key shift start and stop times (instead of a 
turnstile) – supervise to maintain distance or stagger shift start time and finish times  

• Keep workers on same production lines or working in the same areas of factory each day  
• For multi-site operations, restrict any cross-site visits to only business critical  
• Release employees at end of shift line by line to keep numbers down in change areas and 

at exits 
• Implement home working for as many office staff as possible  
• Use teleconference for meetings with people, even in the same building 

 
Communal areas  
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• Corridor areas – consider use of ‘one way’ traffic flows, or ‘keep left’ flows to minimise 
contact, confusion and reduce time spent in confined areas. 

• Changing areas can also lead to clustering of people; consider PPE being laid out for 
people to provide quicker, easier access, or consider locker blocks being reorganised. 

• Remove internal doors where possible (or hold open) to reduce touch points  
• Limit the number of people in changing rooms and ladies and gents’ toilets  
• Stagger break times to be more frequent and in smaller numbers to maintain social 

distancing in canteens 
• Increase physical space between employees at the worksite by rearranging workspaces 

if possible, spacing out chairs in cafeteria and meeting rooms 
• Encourage staff to bring in their own food and switch vending machines off  
• Increase the availability of additional locations for people eating food on site 
• Increase smoking shelter areas to keep more distance between employees 
• Stop all visitors at sites except those business critical 

 
Personnel Training & Deployment  
 

• Consider where there is a limited number of personnel with specific skills; if possible, 
these should be segregated into two groups such that if one group becomes ill, there is 
a back-up group with the relevant skills to take over.  
 

• Consider where it would be beneficial to have multiskilling to cover for future absences. 
Ensure people are competent in roles they might need to cover.  

 
• A quick but sound induction into food hygiene is required to facilitate an increase in 

recruitment from non-food areas to backfill gaps left by illness or self-isolation.  
 

• This is a good opportunity to consider what process control checks are done that are no 
longer necessary or add little value. Reduction of checks might make it easier to back fill 
a role.  

 
• Consider what tasks you would choose not to do tomorrow if your manning level was, 

for example, 20% down. Choosing today will avoid the panic tomorrow. 
 
 
2) Communication 
 

• Implement a COVID-19 Response Team that have a daily call to discuss new guidelines 
and challenges the business is facing 

• Daily communication with all employees communicating any new guidelines, 
recommunication of key guidelines and any new processes/measures being 
implemented 

• Regular reminders to workers on how to take extra precautions and prevent the spread 
of the virus (stay at home if sick, handwashing etc.)  

 
3) Personal Protective Equipment 
 

• We’d remind businesses that there is no further requirement for PPE for your staff, 
beyond what would normally be required. It will be important we don’t add to the 
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national demand for those products, the priority for which needs to be frontline NHS 
staff.  

 
4) Review and revise cleaning schedules 

• Ensure you have cleaning and sanitising chemicals which are certified as effective against 
enveloped viruses. EN 14476 is the standard for Chemical disinfectants and antiseptics 
effective against viruses. If your chemical does not have this certification, ask for validation 
for effectiveness against viruses. 

• Increase cleaning schedules at all sites. If possible, all public areas cleaned down every 
two hours 

• Identify key touch points (door handles, keypads, vending machines, etc) and ensure 
these are being cleaned and sanitised at an agreed frequency – minimum every 2 hours. 

• Space shifts out to fully clean workplace before new shift team arrives  
• Issue office employees with anti-bacterial wipes to clean down laptops, printers, mouse, 

keyboards, desks etc. 
• Sanitize workstations more often and extra disinfection of production lines 
• Place anti-bacterial wipes at all bio metric clocks for employees to use  
• Clean communal office phones thoroughly after every use 
• Increase hand-washing breaks,  
• Ensure personnel are trained to wash their hands for the required 20 seconds with soap 

and water; this is more effective than relying on sanitiser alone with handwashing taking 
place on entry and exit, and regular frequent washing during processing; outside the 
production area.  

• Consider installing hand-sanitising door handles at key points 
 
5) Transport   
 

• If you currently transport staff by private bus then ensure employees maintain a 
reasonable distance, wash hands before boarding and wash down bus after each use.  

Car sharing:  
• Avoid car sharing with people outside the household, but if there’s no other option then 

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

• Maintaining good ventilation (keep the windows open) and facing away from each other 
may help reduce risk of transmission.  

• Do not car share with someone who is exhibiting symptoms, tell them to go home 
• If you are the driver, disinfect all door handles and areas inside the car that a passenger 

may touch before picking them up 
• Everyone should wash hands before getting in the car 

 
6) Bigger decisions  

• Product Complexity Reduction of product complexity may help to reduce man hours 
required and hence allow for more social distancing. Less complex products might 
require less people on-line, or even less lines running, whilst still supplying the same 
overall volumes. Your customers are likely to want to work with you in these trying times 
to agree the best outcome… talk to them. 

• Change product formats so less processing and less workers on the line 



**This is not official guidance** 
             

 

• Downsizing operations to critical work only 
• Scale down numbers of workers on a shift. Reducing productivity is better than closing 

the factory 
• Cross-train employees to perform essential functions so the workplace can operate, even 

if key employees are absent 
• Moving to a two-shift pattern could double the space available for staff but will obviously 

have impacts on efficiency  


