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Stop the Spread Communications Toolkit September 2020  

 

Dear colleague  

 

We’re keen to share with you a toolkit to keep your employees safe and stop the 

spread of the coronavirus. We understand that some colleagues will continue to work 

from home and there may be a phased return to the office. 

 

We would like to share a toolkit of information with you that can be used in the office, 

on your intranet and internal communication platforms. 

 

The ongoing messaging to Oxford businesses is to keep the COVID-19 virus under 

control by doing 6 simple things: 

 

1. Keep your distance 

2. Wash your hands frequently 

3. Wear face coverings where appropriate 

4. Avoid car sharing on your commute, where possible 

5. Symptoms? Self-isolate and get tested  

6. If you test positive, share your contacts with NHS Test and Trace  

 

By continuing to follow safety guidelines and engaging with NHS Test and Trace, 
colleagues can play their part to keep Oxfordshire safe and avoid local lockdowns.  

 

For the latest information from Oxfordshire County Council: 

• Please visit the Stop the Spread website for more information about 
Oxfordshire’s Local Outbreak Control Plan and guidance for businesses: 
www.oxfordshire.gov.uk/stopthespread 

• Please follow our social media - Twitter and Facebook - and news page for up 
to date information: https://news.oxfordshire.gov.uk/ 

 

 

http://www.oxfordshire.gov.uk/stopthespread
https://twitter.com/OxfordshireCC
https://www.facebook.com/OxfordshireCountyCouncil
https://news.oxfordshire.gov.uk/


 

Overall aim 
To increase employee awareness of how to stop the spread of COVID-19.  

Suggested comms channels for your company  
These messages can be shared via: 

• Internal staff newsletters and intranet (editorial text)  

• Any staff social media platforms (Facebook, Twitter, Instagram, LinkedIn).  

• Posters displayed around your building, in your communal and reception 
areas  

• Digital screens (where possible) 

• Leaflets displayed around your building (the leaflet contains Urdu, Bengali 
and Arabic translations) 

Resources available for you 

We are working in partnership with Oxfordshire Local Enterprise Partnership 
(OxLEP). Visit www.oxfordshirelep.com/local-authority-support to download the 
following resources: 

• 1 x word document - Social media toolkit for COVID-19 messaging 

• 18 x social media graphics with Stop the Spread preventative instructions – 
available in 9 x square, 9 x rectangle. These can also be used on digital 
screens where appropriate.   

• 4 x posters – 1 x A4 crops, 1 x A4 no crops, 1 x A3 crops, 1 x A3 no crops –
for Oxfordshire 

• 1 x leaflet that includes translations in Urdu, Arabic and Bengali 
 

Spread the word, not the virus 

We hope that the assets within this toolkit will help you to spread the word across 
your business. Please email MarketingNetwork@Oxfordshire.gov.uk if you require 
another format. 

1. Copy (to share in newsletters and on the intranet) 
2. Social media and social media graphics  
3. Posters (to display as posters as well as on digital screens) 
4. Leaflets  
5. Workplace action cards  

 

  

https://oxfordshirecountycouncil-my.sharepoint.com/personal/hg818218_oxfordshire_gov_uk/Documents/Public%20health/Local%20outbreak%20control/Communications/Toolkits/Businesses/www.oxfordshirelep.com/local-authority-support
mailto:MarketingNetwork@Oxfordshire.gov.uk


 

1. Copy  

You can use this editorial in your newsletters and intranet website for staff.  

 

Protect yourself, protect your colleagues, and stop the spread  

As lockdown gradually eases, we have seen local spikes in coronavirus cases in 
different parts of the country, including a recent rise in cases in eastern parts of Oxford. 
It is quite common to get hotspots of transmission as the pandemic reaches the tail 
end of the epidemic curve, particularly in areas which are densely populated or where 
people are working in close proximity – and Oxfordshire is no exception.  
 
Prevention is by far the best way to manage the situation, and Oxfordshire’s Director 
of Public Health Ansaf Azhar is keen to stress the need for everyone to maintain social 
distancing and stay alert.   
 
“We have clear systems in place through our Local Outbreak Plans to manage any 
local transmission hotspots. However, prevention is by far the best way to manage the 
situation, and we all have a vital role to play in preventing local outbreaks in 
Oxfordshire. My advice is simple – act now to protect yourself, protect your business 
community, and stop the spread.”  
 
Please continue to follow these simple steps to keep safe and stop the virus spreading, 
and please encourage your colleagues to do likewise: 

• Keep your distance 
• Avoid car sharing on your commute, where possible 
• Wash your hands regularly with soap and water 
• Use hand sanitiser if soap and water are not available 
• Wear a face covering where appropriate 
• If you have any coronavirus symptoms, you must self-isolate immediately and 

call 119 to book a test.   
 

Visit www.oxfordshire.gov.uk/stopthespread for more information. 

2. Social media posts and graphics  

We have created a separate social media document that lists example text, with 

versions for Facebook, Twitter and Instagram. This is available to download on 

OxLEP website: www.oxfordshirelep.com/news/article/stop-spread-support-tools-

oxfordshire-businesses  

 

Overall aim: To increase public awareness of how to stop the spread of COVID-19. 
To use existing social media platforms, as well as cross-posting to local 
communities, support groups and other influential social media platforms.  

Social media channels: Facebook, Instagram, Twitter. Can also use LinkedIn and 
repurpose the Facebook copy.  

Link to use in all messaging: www.oxfordshire.gov.uk/stopthespread  
# to use: #StopTheSpread 

http://www.oxfordshire.gov.uk/
http://www.oxfordshirelep.com/news/article/stop-spread-support-tools-oxfordshire-businesses
http://www.oxfordshirelep.com/news/article/stop-spread-support-tools-oxfordshire-businesses
http://www.oxfordshire.gov.uk/stopthespread


 

Preventative graphics: Rectangle and square versions - available to download from 
www.oxfordshirelep.com/local-authority-support  
 

  

Reactive graphics: Rectangle and square versions - available to download from 
www.oxfordshirelep.com/local-authority-support  
 

  

3. Posters and digital screens 

There are four versions of the posters in total, in sizes A4 and A3 with Oxfordshire 

County Council logos:  

 

• With crops - required if getting printed externally 

• Without crops - for use on digital screens, or if printing yourself 

 

If you require alternative sizing, or another format, please email 

MarketingNetwork@Oxfordshire.gov.uk  These can be displayed in prominent areas, 

or if possible, on digital screens.  

http://www.oxfordshirelep.com/local-authority-support
http://www.oxfordshirelep.com/local-authority-support
mailto:MarketingNetwork@Oxfordshire.gov.uk


 

 

4. Leaflet 

We have one leaflet, with translations of the messaging in Urdu, Bengali and Arabic. 

These have been delivered to households in eastern parts of Oxford, where we have 

seen a recent rise in cases, as well as universities, libraries and delivered by PCSOs 

(Police Community Support Officers).  

 



 

 

5. Workplace action cards  
 

There are Action Cards designed to be printed or 
downloaded to keep on-hand in your business or 
organisation.  
 

Latest resources include: 

• Construction and outdoor work 

• Manufacturing of food and other large processing 

plants 

• Restaurants, pubs, bars, cafes or takeaways 

... and many more  

 
The first release of Action Cards can be found here.  

https://lnks.gd/l/eyJhbGciOiJIUzI1NiJ9.eyJidWxsZXRpbl9saW5rX2lkIjoxMDEsInVyaSI6ImJwMjpjbGljayIsImJ1bGxldGluX2lkIjoiMjAyMDA4MTIuMjU1NjI4MzEiLCJ1cmwiOiJodHRwczovL2Nvcm9uYXZpcnVzcmVzb3VyY2VzLnBoZS5nb3YudWsvcmVwb3J0aW5nLWFuLW91dGJyZWFrL3Jlc291cmNlcy8uIn0.T8yW4rBiGz17UntWwBjBS4Ljb6x6EPYbO6MXM0ScgNY/s/726135507/br/82230139609-l


 

For further information  

For the latest information from Oxfordshire County Council and resources to help 
stop the spread of the virus, please visit: www.oxfordshire.gov.uk/stopthespread   

For the latest news from Oxfordshire County Council, please visit 
www.oxfordshire.gov.uk/news or stay up-to-date on our main social media channels 
Facebook and Twitter. We also use Instagram and LinkedIn to promote our 
messages.  

For the latest news and information for Oxfordshire businesses: 
https://www.oxfordshirelep.com/coronavirus 

• Employers and businesses can play their part in the NHS Test and Trace 
programme to slow the spread of the virus and save lives by following the 
latest Government advice on working safely during coronavirus. Find out 
more: www.gov.uk/workingsafely   

• Employers should play their part by encouraging workers to heed any 
notifications to self-isolate if they have coronavirus symptoms or have been 
contacted by NHS Test and Trace. Employees can find out more at: 
www.nhs.uk/coronavirus   

• Employees in self-isolation are entitled to Statutory Sick Pay for every day 
they are in self-isolation or can choose to use paid annual leave if they wish. 
Read the Government’s advice for employers at: 
https://www.gov.uk/guidance/nhs-test-and-trace-workplace-
guidance#guidance-for-employers   

• If multiple cases (two or more is considered an outbreak) of coronavirus 
appear in your workplace, you should contact the local public health team to 
report this. If necessary, an outbreak control team will, if necessary, be 
assigned to help manage the outbreak.  

http://www.oxfordshire.gov.uk/stopthespread
http://www.oxfordshire.gov.uk/news
https://www.facebook.com/OxfordshireCountyCouncil/
https://twitter.com/OxfordshireCC
https://www.instagram.com/oxfordshirecc/
https://www.linkedin.com/company/oxfordshire-county-council/
https://www.oxfordshirelep.com/coronavirus
http://www.gov.uk/workingsafely
http://www.nhs.uk/coronavirus
https://www.gov.uk/guidance/nhs-test-and-trace-workplace-guidance#guidance-for-employers
https://www.gov.uk/guidance/nhs-test-and-trace-workplace-guidance#guidance-for-employers
https://www.gov.uk/health-protection-team

