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1.	RETURN TO WORK GUIDE

1.1	This Guide is there to assist Companies to implement the necessary Policies 	and Procedures in the workplace as a response to the Covid-19 pandemic.

1.2	This Guide sets out certain documentation that can be amended to suit the 	workplace and/or Sector of each Company.

1.3	The documentation provided, are as follows:
	1.3.1	A Covid-19 Return to Work Policy;
	1.3.2	A Covid-19 Workplace Plan;
	1.3.3	Minutes for Covid-19 related meetings;
	1.3.4	A Covid-19 Checklist;
	1.3.5	A Warrant Letter by the appointed Compliance Officer; and
	1.3.6	An Employer Responsibilities Checklist;

2.	PREPARATION OF THE WORKPLACE

2.1	In terms of the Covid-19 Directive on Health and Safety in the Workplace issued 	in terms of Regulation 10(8) of the National Disaster Regulations and the 	regulations issued in terms of Section 27(2) of the Disaster Management Act, 	a Covid-19 Workplace Plan must be developed and implemented to ensure the 	spread of the virus is minimised.

2.2	The following should seve as guidelines and should be amended as needed:
	2.2.1	Small businesses with less than 10 (ten) employees should have a basic 		Covid-19 Workplace Plan and must reflect the size of the business;
	2.2.2	Medium and Large businesses with more than 10 (ten) employees 			should have a more detailed Covid-19 Workplace Plan.

3.	RISK ASSESSMENT

3.1	Daily risk assessments should be conducted and a written record of such 	assessments should be kept.
3.2	A representative should be appointed to conduct risk assessments.

3.3	A risk assessment and analysis must be done at the workplace prior to 	resuming operations and the necessary measures must be implemented to 	eliminate or control such risks.

4.	THE COMPANY’S RESPONSIBILITIES

4.1	If any employee presents symptoms or advises the Company of Covid-19 	symptoms, the Company must prohibit the employee from entering the 	workplace.

4.2	If any employee shows any Covi-19 related symptoms, such employee should 	immediately be isolated at the workplace, unless such employee can remove 	himself/herself from the workplace.

4.3	In the event that an employee shows Covid-19 related symptoms, the following 	must be done:
	4.3.1	The employee must immediately be isolated;
	4.3.2	The employee must be provided with a FFP1 face mask;
	4.3.3	The employee must be transported for self-isolation or for medical 			testing in a manner that does not expose other employees in the 			Workplace.
	4.3.4	A risk assessment must be conducted;
	4.3.5	The employee’s workstation must be disinfected;
	4.3.6	Employees who may be at risk from exposure must be referred for 			screening or testing.

4.4	If there is evidence that the employee contracted Covid-19 as a result of 	occupational exposure, a claim for compensation in terms of the 	Compensation for Occupational Injuries and Diseases Act, 1993 can be lodged.

4.5	In the event that an employee has been diagnosed with Covid-19, the Company 	must do the following:
	4.5.1	Inform the Department of Health and the Department of Employment and 		Labour;
	4.5.2	Investigate the cause, including any control failure and review the risk 		assessment to ensure that the necessary controls and PPE 				requirements are in place; and
	4.5.3	Give the administrative report to any contact-tracing measures 			implemented by the Department of Health.

5.	WORKPLACE MEASURES

5.1	The following preventative measures must be taken by the Company:
	5.1.1	All employees should complete a Travel History report and Employee 		Health Disclosure and such documents must be kept on file.
	5.1.2	All employees should regularly wash their hands with soap and water 		and should dry their hands with paper towel, alternatively, employees 		must sanitize their hands frequently with sanitizer that contains a 70% or 		higher	alcohol content.
	5.1.3	Employees must ensure that all equipment, stationary, and tools are 		cleaned and sanitised after using it.
	5.1.4	No handshakes or other physical contact is allowed between employees 		or employees and visitors/clients.
	5.1.5	Employees must cough into the fold of their elbow or into a tissue which 		must be discarded in a waste bin afterwards, and then wash their hands 		immediately thereafter.
	5.1.6	Where possible, employees should wear their face masks or other facial 		protective equipment and such masks or equipment must always cover 		the nose and mouth.
	5.1.7	Employees must practice social distancing of at least 1.5 meters away 		from any other person, unless there is a physical barrier between them.
	5.1.8	Where possible, pregnant or vulnerable employees should be allowed to 		work from home or the employer must ensure that a separate and 			isolated space is created for any pregnant and vulnerable employees 		who are required to work from the office.




6.	IMPLEMENTATION OF POLCIES AND PROCEDURES

6.1	Employers must consult with employees in order to implement the Covid-19 	Policies and Procedures.
	6.1.1	Consultations must be done in smaller groups to minimise the risk of 		Covid-19 transmission.

6.2	Employers must ensure that all employees sign an attendance register prior to 	any consultations.

6.3	Minutes of the meeting must be completed and stored together with the 	attendance register as proof that the Policies and Procedures were 	implemented.
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