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Every day when you arrive at
work

Have your temperature taken

What is COVID-19
Coronavirus Disease 2019 (COVID-19)
is a respiratory disease caused by the
SARS-CoV-2 virus. Infection with
SARS-CoV-2, the virus that causes
COVID-19, can cause illness ranging
from mild to severe and, in some
cases, can be fatal.
Symptoms typically include fever,
cough, and shortness of breath. Some
people infected with the virus have
reported experiencing other nonrespiratory symptoms. Other people,
referred to as asymptomatic cases,
have experienced no symptoms at all.

Legislation (1)
The legislation governing workplaces in relation to COVID – 19 is the Occupational
Health and Safety Act, Act 85 of 1993, as amended, read with the Hazardous
Biological Agents Regulations.
Section 8 (1) of the Occupational Health and Safety Act (OHSA), Act 85 of 1993, as
amended, requires the employer to provide and maintain as far as is reasonably
practicable a working environment that is safe and without risks to the health of
employees.
Specifically section 8(2)(b) requires steps such as may be reasonably practicable to
eliminate or mitigate any hazard or potential hazard before resorting to personal
protective equipment (PPE). However, in the case of COVID–19, a combination of
controls is required.

Legislation (2)
This guideline is based on traditional infection prevention and industrial hygiene
practices. It should also be used to identify risk levels in workplace settings and to
determine any appropriate control measures to implement.
Additional guidance may be needed as COVID-19 outbreak conditions change,
including as new information about the virus, its transmission, and impacts, become
available

How COVID-19 Spreads
The virus is thought to spread mainly from person-to-person, including:
• Between people who are in close contact with one another (within about 2m).

• Through respiratory droplets produced when an infected person coughs or
sneezes. These droplets can land in the mouths or noses of people who are
nearby or possibly be inhaled into the lungs.
• A person can get COVID-19 by touching a surface or object that has SARS-CoV2 on it and then touching their own mouth, nose, or possibly their eyes.
• People are thought to be most contagious when they are most symptomatic (i.e.,
experiencing fever, cough, and/or shortness of breath). Some spread might be
possible even before people show symptoms.

Common Symptoms
What is the incubation period
of the coronavirus disease?
The “incubation period” means
the time between catching the
virus and beginning to have
symptoms of the disease. Most
estimates of the incubation
period for COVID-19 range from
1-14 days, most commonly
around five days.

What can you do?
Be INFORMED
Be PREPARED
Be SMART
Be SAFE
Be READY to fight #COVID19

Risk Levels in the Workplace
Very High Exposure Risk
Very high exposure risk jobs are those with high potential
for exposure to known or suspected sources of COVID-19
during specific medical, postmortem, or laboratory
procedures. Workers in this category include: Healthcare
workers performing aerosol-generating procedures.
High Exposure Risk
High exposure risk jobs are those with high potential for
exposure to known or suspected sources of COVID-19.
Workers in this category include: Healthcare delivery and
support staff who must enter patients’ rooms exposed to
known or suspected COVID-19 patients.

Risk Levels in the Workplace
Medium Exposure Risk
Medium exposure risk jobs include those that share close work space with people
who may be infected with SARS-CoV-2, but who are not known or suspected
COVID-19 patients. Workers in this risk group may have frequent contact with
travellers who may return from international locations with widespread COVID-19
transmission.
Lower Exposure Risk (Caution)
Lower exposure risk (caution) jobs are those that do not require contact with people
known to be, or suspected of being, infected with SARS-CoV-2. Workers in this
category have minimal occupational contact with the public and other coworkers.

Keep a save distance

Implementing Basic Infection
Prevention Measures
• Promote frequent and thorough hand washing by placing soap or sanitizing hand
rub dispensers in bathrooms, boardrooms and other prominent places around the
workplace where employees and visitors can easily access. Dispensers must be
regularly refilled.
• Maintain regular housekeeping practices, including routine cleaning and
disinfecting of surfaces (desks & tables), equipment (telephones & keyboards),
bathrooms, kitchens, boardrooms, lifts, handrails, and other areas in the
workplace.
• Ensure cups, dishes and cutlery are washed with detergent and hot water
• Remove magazines, newspapers etc from reception areas
• Where possible, employees must avoid using other workers’ phones, desks,
offices, or other work tools and equipment.

Implementing Basic Infection
Prevention Measures
• Encourage respiratory etiquette, including covering coughs and sneezes.
• Display posters promoting hygiene in the workplace.
• Identify a room or area where someone who is feeling unwell or has symptoms
can be safely isolated.
• Employees not feeling well or even if they have just mild symptoms of COVID-19
must stay at home and self-isolate for 14 days to avoid infecting their fellow
colleagues.
• Employees who came into contact with a person who has contracted COVID-19
must report to the Line Manager and must self-isolate and monitor themselves for
any symptoms for 14 days.

Meetings and Events (1)
• Organizers of meetings and events need to think about the potential risk from
COVID-19 because there is a risk that people attending your meeting or event
might be unwittingly bringing the COVID-19 virus to the meeting. Others might be
unknowingly exposed to COVID-19.
• Consider whether a face-to-face meeting or event is needed. Could it be replaced
by a teleconference or online event?

• Could the meeting or event be scaled down so that fewer people attend?
• Pre-order sufficient supplies and materials, including tissues and hand sanitizer
for participants. Have surgical masks available to offer anyone who develops
respiratory symptoms.

Meetings and Events (2)
• Actively monitor where COVID-19 is circulating. Advise participants in advance

that if they have any symptoms or feel unwell, they should not attend.
• Always maintain social distancing during the meeting or event.

• Make sure the meeting / event venue is well ventilated.

Manage Travelling

• Employees traveling outside of South Africa must disclose to their Line Manager
and HR the areas/countries they will be travelling to and the return date.
• There must be an assessment of risk and benefits before embarking on a
business trip.

• Where possible, business travelling to areas reporting COVID-19 must be put on
hold.
• Visitors and employees returning from or have travelled via locations reporting
COVID-19 will not be allowed to come to the workplace until such time that they
are declared negative of COVID-19 by a medical doctor. /

De-Densification of the Workplace (1)
Where possible the Company will reduce the number of employees who are
physically at the workplace as a measure to minimise exposure to COVID-19 risk
and encourage social distancing.
The following options may be considered to reduce the number of employees in the
workplace:
Working Remotely
Objective criteria will be set to identify employees who can deliver on their
objectives while working remotely without coming to the office on regular basis.
Employees whose nature of work is office bound e.g. Office Cleaners, Document
Administrators, etc. will not be considered for the working remotely arrangement

De-Densification of the Workplace (2)
Line Managers will be expected to:
• Discuss and agree on work-from-home rules of engagement within their teams
• Set clear expectations and monitor regularly
• Ensure each of the team members is aware of their objectives/deliverables
• Provide appropriate tools and system access required to perform tasks at home
• Set up group chat with your team
Two Team Shift System
• A two-team (Blue/ Green) shift system may be implemented where one half of an
office/ department works from home for one week while the other half comes to
the office, and then alternating on a weekly basis.

De-Densification of the Workplace (3)
• Employees must always adhere to their team shifts e.g. If an employee from the
“Green” team is unable to come into the office during their designated week due
to health issues or unforeseen circumstances, they should inform their line
manager and work from home for those days. However, they should NOT come
into the office during the “Blue” team’s designated week in the office. They should
only come back to the office during the “Green” team’s designated week.
• By having only half of our colleagues working in our offices at any one time, we
would avoid the potential for cross-contamination of every colleague and the need
to quarantine the entire office. It also assists us to monitor and track employees in
the event a team member has been positively diagnosed with Coronavirus – we
are then able to manage this within that specific team.

Managing Absenteeism (1)
• Where an employee is in precautionary self-isolation for 14 days due to
symptoms of COVID-19, the employee will be authorised to work remotely while
monitoring the symptoms.
• Should the employee be quarantined for more than 14 days, a medical certificate
from medical practitioner must be submitted, and sick leave must be applied for.
• Employee in precautionary self-isolation for 14 days but whose nature of work is
office bound and does not allow working remotely may either apply for sick leave
or claim for illness benefit from UIF.

Managing Absenteeism (2)
• In order to qualify for UIF illness benefit a confirmation from both the employer
and the employee must be submitted together with the application as a proof that
the employee was in agreed precautionary self-quarantine for 14 days. In this
instance, confirmation letters from employer and employee shall suffice and no
medical certificate required.

Wash hands often

Cover a cough

If you use a tissue when coughing or blow your nose, do not put it in your
desk bin, immediately go to bathroom and flush it.

Wash and sanitize your hands properly before continue working

Feeling sick ? Call ahead

If you feel sick, immediately report
to your line
Manager and go home.
Should you be at home and feel
sick, do not go to the office, phone
your line manager and report.

Personal Protective Equipment
When to wear a mask !
• If you are healthy, you only need to wear a mask if you are
taking care of a person with COVID-19.
• Wear a mask if you are coughing or sneezing.
• Wear a mask when going to shops or travelling using public
transport.

• Masks are effective only when used in combination with
frequent hand-cleaning with alcohol-based hand rub or soap
and water.
• If you wear a mask, then you must know how to use it and
dispose of it properly.

Wearing gloves or not? (1)
You can easily contaminate yourself with gloves if you don't use them
properly
Another issue: You're more likely to contaminate yourself when you're wearing
gloves
Before you put on a new pair of gloves, it's important to wash your hands or use a
hand sanitizer. Make sure that the gloves aren't ripped, soiled or discolored and pull
them up so they cover your wrist.
Then, while you're using your gloves, they suggests using paint imagery.
"When you go into a place, assume that everywhere you walk or places that you
could touch there's [wet] paint,". It might sound strange, but the idea is that the paint
makes you more mindful of the surfaces you touch and how long germs can linger
on your hands.

Wearing gloves or not? (2)
Gloves must be taken off from the inside out to avoid contamination.
Grab the outside of one of your gloves and turn it inside out as you peel it off your
hand. Hold the dirty glove in the hand that's still covered, then use your bare hand
to reach into the inside of the other glove and turn it inside out, being extra careful
not to touch the outside of either glove.
Clean well washed and sanitized hands are actually safer.

Be safe – Take care

YOUR WELLBEING
IS OUR
#1 PRIORITY

Think

Act

Be

Safe

