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1. Scope & Aim of the policy 
 
This policy applies to all trainers who are engaged in business with TTC in delivering 
theory or practical Driver Training. 
 
The aim of the policy is to clarify the organisations approach to safeguarding our 
trainers, clients and other stakeholders in relation to COVID-19. 
 
This policy includes the measures we are actively taking to mitigate the spread of 
coronavirus. You are required to follow this guidance diligently, to sustain a healthy 
and safe workplace in this unique environment. It’s important that we all respond 
responsibly and transparently to these health precautions. We assure you that we will 
always treat your private health and personal data with high confidentiality and 
sensitivity. 
 
This coronavirus (COVID-19) company policy is susceptible to changes with the 
introduction of additional governmental guidelines. If so, future revisions will be 
notified by email. 
 
 

2. Risk Mitigation Measures 
 

• Recommend all training participants to undertake a Covid-19 test within 48 
hours of training session (Lateral Flow Test are acceptable). 

• Wearing of face coverings by all training participants when deemed necessary. 
• Risk assessment of all activities and environments that could promote the virus 

transmission. 
• A training environment that adheres to a minimum of 1 Metre social distancing 

wherever possible for workshop delivery. 
• In vehicle trainers to ensure vehicle windows allow sufficient ventilation and 

draft and vehicle touch points should be wiped with anti-viral wipes before and 
after training 

• Provide PPE kits for trainers delivering TTC ‘Open’ courses where individual 
members of the of the public attend 

• Ensuring the availability of welfare provisions at head office and other venues 
used for ‘open’ courses in order for staff to maintain an acceptable level of 
hygiene. 

• Understanding risk assessment requirements for our training venues and those 
of our customers and communicating with our trainers accordingly. 

• Provide guidance and regular communication to assist in the prevention of 
promoting the virus transmission. 
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3. Guidance to trainers 
 
All Trainers  
 
Please be aware of the following procedures that should be followed by all trainers:   
 

• In accordance with government guidelines, trainers should undertake a Covid-
19 test within 48 hours of training delivery and record the result on the 
government website.  Details provided in the provision of free testing kits.  You 
must contact the office immediately if tested positive and follow government 
guidelines specified at the time.  Any payment due will be allocated to the 
replacement trainer. 

• Trainers must maintain a record of any negative test result in the event that 
you may be requested to provide evidence of a test when visiting certain 
customer sites, as per their own Covid policy 

• Training delegates are recommended to take a test within 48 hours within their 
joining instructions and their employer will also be advised about this.  At this 
moment in time we do not insist on delegates providing evidence, other than 
those attending ‘open’ courses.  Trainers will receive payment in the event of a 
delegate testing positive and the course being cancelled 

• Undertake personal, dynamic risk assessment of the surroundings and people 
you come into contact with i.e. by way of a visual check and recording anything 
you deem to be unsafe or has the potential to promote the spread of the virus. 

• Communicate any specific site safety requirements to the clients during the 
housekeeping session at the start of the course. 

• If any delegates display symptoms, trainers should advise the client to leave the 
training session.  This should then be reported to the company contact.  

• Limit physical contact with clients, including shaking of hands. 
• Facial coverings such as a mask to be used when in vehicle training and a mask 

or facial shield for workshop delivery. 
• Maintain ventilation when conducting training in a vehicle or workshop 

environment and use anti-viral wipes to wipe down touch points before and 
after training 

• Do not accept any food or drink from clients. 
• All trainers must report any Covid-19 symptoms to Head Office immediately 

i.e. dry cough, loss of taste or smell & temperature. 
• Adopt all risk assessment precautions required by the venue.  
• Hygiene measures should be taken to control the spread of the virus, such as 

regular hand washing in accordance with government guidelines. 
• All trainers to read and be aware of the content of the detailed risk assessment 

and controls detailed in Appendix 1, 2 & 3 of this document 
• Additional and/or individual risk assessments may be required for certain 

clients or specialist training courses, which will be discussed with the trainers 
involved. 
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4. Advice to managing COVID-19 situations  
 
What to do if a client becomes unwell and believe they have been exposed to  
COVID-19  
 
If someone becomes unwell in the training environment, the unwell person should be 
removed to an area which is at least 2 metres away from other people. If possible, find 
a room or area where they can be isolated behind a closed door, such as a staff office. 
If it is possible to open a window, do so for ventilation.  
 
The individual who is unwell should call NHS 111 from their mobile, or 999 if an 
emergency (if they are seriously ill or injured or their life is at risk) and outline their 
current symptoms.  
Whilst they wait for advice from NHS 111 or an ambulance to arrive, they should 
remain at least 2 metres from other people. They should avoid touching people, 
surfaces and objects and be advised to cover their mouth and nose with a disposable 
tissue when they cough or sneeze and put the tissue in a bag or pocket then throw 
the tissue in the bin. If they don’t have any tissues available, they should cough and 
sneeze into the crook of their elbow. If they need to go to the bathroom whilst 
waiting for medical assistance, they should use a separate bathroom if available.  The 
workspace occupied by this client should be isolated until it is suitably 
decontaminated to reduce the risk of promoting any potential spread of the virus. 
 
Appendix 1 
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Appendix 2 
 

 
 

Activity:

Location:

Persons Affected:

Hazards Controls Further Action

Guidance is displayed on website and social media platforms 

advising clients and staff not to attend if showing any 

symptoms.  Trainers have been sent direct advice via email. 

If client or trainer shows symptoms during the 

course, they should not participate and notify TTC 

Head Office

TTC employees and training staff undertake periodic Covid-

19 testing.  Training staff undertake a Rapid Flow Test within 

48 hours of delivering face-to-face training.

Recommendations for Covid-19 testing will 

continue to be reviewed and updated in 

accordance with government guidelines.

TTC encourage all of its customers and training delegates to 

undergo Covid-19 testing and to have taken a test within 48 

hours of attending a TTC training session.

For training at Head Office and when hosting 'open' courses, 

trainers will be proided with a PPE box

Training centre staff have advised that they will be increasing 

the frequency of cleaning in areas that are accessed by 

members of the public

Additional hand sanitisers will be provided where 

possible and providing supplies are available

In-vehicle training currently restricted to a 1:1 basis

Demonstration drives will not be undertaken

Face mask must be worn by trainer and delegates within the 

vehicle

The wearing of face masks will be reviewed based 

on government advice and industry best practice

Clients and trainer to wash hands thoroughly as per 

government guidelines, before entering the vehicle and after 

leaving and returning to the training center or their personal 

vehicle

Recommend to have windows open slightly to provide clean 

air into the vehicle

Driver de-brief to be undertaken outside the vehicle

Vehicle hand controls such as steering wheel, gear stick, 

switches and door handles should be wiped with anti-

bacterial wipes if available before training commences

Trainer to carry anti-bacterial gel and tissues if 

available

Surfaces to be wiped down before and after training

Re-used pens Clients are advised (3 days in advance) to bring their own 

pen (if required) to the course to avoid any contamination 

from multi-use

Trainer can provide pens to clients if needed and 

advise clients to keep pen

Contact through identification checks Trainers not to handle client identification, complete the ID 

check via a visual inspection

Re-iterate the 'catch it, bin it, kill it' message to clients

Passenger proximity Wherever possible, arrange the vehicle so that passengers 

are seated as far away from each other as possible whilst 

still being able to carry out the training activities effectively.  

Training limited to 1:1.

Where customer operational demands require 

flexibility to this approach, an individual risk 

assessment will be undertaken and agreed with 

the client.

Lack of knowledge about Covid-19 COVID-19 Awareness training module has been offered to all 

trainers.  Online group training sessions have also been 

provided by TTC along with details of the company policies 

and associated risk assessments

Potential contamination in entrance and waiting 

areas for training centre venues

Catch it, bin it, kill it' posters and information to be displayed 

to provide clients with safe guidance reminders

Bad hygiene practices

Advise clients to wash hands or sanitize before entering 

vehicle and frequently thereafter (during breaks etc) and 

avoid touching face

Traveling within vehicle

Touch points within vehicles

Potentially infected clients/trainers

Risk Assessment - COVID 19 (Coronavirus)
In-Car driver training 

Training Centre or customer premises

Clients, trainers, venue staff and visitors
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Appendix 3 
 

 

Activity:

Location:

Persons Affected:

Hazards Controls Further Action

Guidance is displayed on website and social media platforms 

advising clients and staff not to attend if showing any 

symptoms.  Trainers have been sent direct advice via email. 

If client or trainer shows symptoms during the 

course, they should not participate and notify 

TTC Head Office

TTC employees and training staff undertake periodic Covid-

19 testing.  Training staff undertake a Rapid Flow Test within 

48 hours of delivering face-to-face training.

Recommendations for Covid-19 testing will 

continue to be reviewed and updated in 

accordance with government guidelines.

TTC encourage all of its customers and training delegates to 

undergo Covid-19 testing and to have taken a test within 48 

hours of attending a TTC training session.

Training centre staff have advised that they will be increasing 

the frequency of cleaning in areas that are accessed by 

members of the public

Additional hand sanitisers will be provided 

where possible and providing supplies are 

available

Potential spread of infection A face covering is compulsory for all delegates and trainers 

unless there is a valid exemption

Trainers may use a face mask or face shield

Contact through identification checks Trainers not to handle client identification, complete the ID 

check via a visual inspection

Re-used client name cards (if used) To be cleaned after each course Temporary paper name cards are acceptable if 

chosen to avoid multiple client contact

Contamination from training room desks Desk surfaces should be wiped with anti-bacterial wipes if 

available before/after training commences

TTC to supply anti-bacterial wipes/sanitiser at 

TTC owned venues.  Trainer to carry anti-

bacterial gel and tissues if available and 

landlord/customer venues to ensure suitable 

sanitiser is available.

Course handouts Try to avoid multi-use of documents wherever possible No materials to be passed around between 

clients

Re-used pens Clients are advised (3 days in advance) to bring their own 

pen to the course to avoid any contamination from multi-use

Trainer can provide pens to clients if needed and 

advise clients to keep pen

Re-iterate the 'catch it, bin it, kill it' message to clients Safety visual displays in place 

Client proximity Wherever possible, arrange the room so that clients are 

seated as far away from each other as possible (ideally 

maintaining a 2 metre distance) whilst still being able to 

carry out course activities effectively

If delivering at a customer's site, advise that 

room should be setup to allow for maximum 

distance between delegates.  Monitor 

governement advice

Lack of knowledge about Covid-19 COVID-19 Awareness training module has been offered to all 

trainers.  Online group training sessions have also been 

provided by TTC along with details of the company policies 

and associated risk assessments

Risk Assessment - COVID 19 (Coronavirus)
Classroom based driver training 

Training Centre or customer premises

Clients, trainers, venue staff and visitors

Potentially infected clients/trainers

Potential contamination in entrance and waiting 

areas for training centre venues

Catch it, bin it, kill it' posters and information to be displayed 

to provide clients with safe guidance reminders

Bad hygiene practices

Advise clients to wash hands frequently (during breaks etc) 

and avoid touching face


