








COVID-19
RETURN TO WORK POLICY











FOR:
___________________________

INDEX
	ITEM
	DESCRIOTION
	PAGE

	1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
	INTRODUCTION
OBJECTIVES
APPLICATION
WORKPLACE PLAN
REDUCING INFECTIONS
RISK ASSESSMENT
IMPLEMENTING WORKPLACE CONTROLS
SPECIFIC MATTERS
BREACH
INFORMATION
EMPLOYEE ACKNOWLEDGEMENT
	1
1
2
2
3
4
5
9
10
10
11



ANNEXURES
	ANNEX
	DESCRIPTION
	PAGE

	A
	EMPLOYEE DECLARATION
	12






1.	INTRODUCTION

1.1	The Coronavirus Disease 2019 (Covid-19) is a respiratory disease caused by 	the SARS-CoV-2 virus. 

1.2	To reduce the impact of Covid-19 outbreak conditions on businesses, 	employees, customers, and the public, it is important for all employers to plan 	now for Covid-19.

1.3	In this Covid-19 policy we highlight some of the measures noted in the 	Occupational Health and Safety Act (OHSA), the Disaster Management Act and 	regulations (DMA) and as stipulated by the workplace preparedness guidelines 	issued by the Department of Labour.

2.	OBJECTIVES

2.1	This policy should be read in conjunction with current Occupational Health and 	Safety Policies.  

2.2	Employers are to use the prescriptions of the Occupational Health and Safety 	(OHS) Act of 1993 in governing workplaces in relation to Coronavirus Disease 	2019 Covid–19.  

2.3	The OHS read with the Hazardous Biological Agents Regulations 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.

2.4	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). 

2.5	in accordance with Section 8 (2) (d) of the OHS Act, before control measures 	are implemented, current risk assessments need to be reviewed and updated, 	taking into account the new hazards posed by 	exposure to Covid-19 in the 	workplace. 

2.6	This policy includes the measures that the Company is actively taking to avoid 	the spread of Covid-19 in our workplaces. 

2.7	These rules are to be followed diligently, in order to sustain a healthy and safe 	workplace in this unique environment, as required by the applicable South 	African legislation. 

2.8	The aim of the policy is to ensure a safe working environment for all employees 	and to stop the spread of Covid-19 virus. 

2.10	The OHSA also imposes a duty on employees to take reasonable care for their 	own health and safety and that of their fellow employees. 

3.	APPLICATION

3.1	This Policy will apply to all employees of the Company who physically work at 	the Company’s Workplace and to all visitors.

3.2	This Policy must also be read with other relevant policies.

3.3	This Policy will remain in force for as long as the declaration of the national 	disaster published in Government Gazette 43096 on 15 March 2020 remains in 	force.

4.	WORKPLACE PLAN

4.1	The Company has compiled a Covid-19 Workplace Plan which shall, where 	applicable, be read in conjunction with this Policy. 

4.2	All representatives are instructed to familiarise themselves with the Covid-19 	Workplace Plan and all Annexures thereto in order to ensure the appropriate 	performance of their duties.


5.	REDUCING INFECTIONS

5.1	The World Health Organisation (WHO) has advocated basic measures for 	individuals to follow, in order to reduce their risk of contracting Covid-19, which 	include frequent washing of hands with the recommended sanitiser or soap, 	correct coughing and sneezing techniques and avoiding contact with sick 	individuals.

5.2	All employees should maintain a 1.5 meter social distance from one another.

5.3	Close personal contact, such as when shaking hands or touching others should 	be avoided.

5.4	An employee who is of the opinion that he/she contracted the virus must inform 	the employer immediately and on a daily basis keep the employer informed. 
 
5.5	Any Employees who has symptoms of acute respiratory illness are advised to 	inform the employer and immediately seek medical treatment.  

5.6	Employees who are essential services workers must ask for advice from their 	Medical Practitioner (Doctor) whether they are fit to continue working as 	essential services during lockdown.  

5.7	Employees should notify their manager and stay home if they are sick and have 	been booked off. 

5.8	All employees should follow the Company’s sick leave policy in the event that 	they are sick 	and if the Company has reason to suspect that an employee has 	been infected with Covid-19 or an employee becomes ill at work during the day, 	the employer will request the employee to leave the workplace and seek 	medical treatment and or testing immediately. 

5.9	If this instruction of the Employer is not followed as set out in clause 5.8, it will 	be regarded as gross insubordination and disciplinary steps will be taken as it 	could put other employees at risk.

6.	RISK ASSESSMENT

6.1	Employee risk of occupational exposure to SARS-CoV-2 during an outbreak 	may vary from very high to high, medium, or low risk. 

6.2	The level of risk depends on the industry type, need for contact within 2 	meters between people known to be, or suspected of being infected with 	SARS-CoV-2, or requirement for repeated or extended contact with persons 	known to be, or suspected of being infected with SARS-CoV-2.

6.3	Very high exposure risk jobs are those with high potential for exposure to known 	or suspected sources of Covid-19 during specific medical, post-mortem, or 	laboratory procedures. 

6.4	High exposure risk jobs are those with high potential for exposure to known or 	suspected sources of COVID-19, such as Healthcare delivery and support staff 	exposed to known or suspected COVID-19 patients.

6.5	Medium exposure risk jobs include those that require frequent and/or close 	contact with people who may be infected with SARS-CoV-2, but who are not 	known or suspected Covid-19 patients. 

6.6	Lower exposure risk jobs are those that do not require contact with people 	known to be or suspected of being infected with SARS-CoV-2, nor frequent 	close contact with the general public. 

6.7	The Company has appointed ______________________________________ 	(NAME & SURNAME), with ID Number: 	________________________, as the 	Compliance Officer. 

6.8	The Compliance Officer will appoint a representative in each respective office, 	who shall appoint one designated person in the office to ensure that a daily risk 	and hazard assessment is done.
 
6.9	Appropriate risk analyses must be done at the office before any work is 	resumed. 
6.10	Measures necessary to eliminate or control those risks must be identified and 	implemented.

6.11	The representative as selected above in clause 6.7 shall provide a copy of all 	documented information on a weekly basis to the Compliance Officer of the 	Company before close of business every Friday.

6.12	After work has recommenced, a daily analysis on Covid-19 at the Workplace 	must be done and a written record of the risk analyses must be kept by the 	representative appointed by the Compliance Officer. 

6.13	The analysis should consist of, at least, the following: 
	6.13.1	The identification of all possible hazards and risks; 
	6.13.2	an analysis of the nature of the risks; and
	6.13.3	steps to be taken to eliminate or control these risks.

6.14	If an employer employs more than 500 employees, the employer shall submit 	a record of its risk assessment together with a written policy which concerns 	the health and safety of its employees to:
	6.14.1	The health and safety committee of the employer; and
	6.14.2	The Department of Employment and Labour.

7.	IMPLEMENTING WORKPLACE CONTROLS

7.1	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 (OHS) Act, Act 85 of 1993, as amended.

7.2	These require 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. 

7.3	Section 8(2)(b) OHSA requires steps such as may be reasonably practicable to 	eliminate or mitigate any hazard or potential hazard before resorting to personal 	protective equipment (PPE). 

7.4	In the case of Covid–19, a combination of controls is required, although the 	main principle is to follow the hierarchy of controls.  

7.5	In accordance with Section 8 (2) (d) of the OHS Act, before the implementation 	of control measures, current risk assessments need to be reviewed and 	updated, taking into account the new hazards posed by exposure to Covid-19 	in the workplace. 

7.6	The following can be implemented to minimise the spread of Covid-19:
	7.6.1	Engineering controls;
	7.6.2	Administrative controls;
	7.6.3	Safe Work Practices; and
	7.6.4	Personal Protective Equipment.

7.7	Engineering controls involve isolating employees from work-related hazards, 	and include:
	7.7.1	Installing high-efficiency air filters;
	7.7.2	Increasing ventilation rates in the work environment;
	7.7.3	Installing physical barriers such as face shields; and
	7.7.4	Specialised negative pressure ventilation in some settings.

7.8	Administrative controls require action by the employee and employer and are 	typically, changes in work policy or procedures to reduce or minimize exposure 	to a hazard and may include:
	7.8.1	Encouraging sick employees to stay at home;
	7.8.2	Minimizing contact among employees, clients, and customers by 			replacing face-to-face meetings with virtual communications;
	7.8.3	Minimizing the number of employees on site at any given time;
	7.8.4	Discontinuing non-essential local and international travel; 
	7.8.5	Providing employees with up-to-date education and training on Covid-19 		risk factors and protective behaviours;
	7.8.9	Training employees who need to use protective clothing and equipment 		on how to put it on, use/wear it and take it off correctly, including, in the 		context of their current and potential duties.
 
7.9	Safe work practices are types of administrative controls that include procedures 	for safe and proper work used to reduce the duration, frequency, or intensity of 	exposure to a hazard, which include:
	7.9.1	Providing resources and a work environment that promotes personal 		hygiene;
	7.9.2	Requiring regular hand washing or using of alcohol-based hand rubs; 		and 
	7.9.3	Displaying handwashing signs in restrooms.

7.10	The Company must keep up to date with recommendations from agencies such 	as the National Institute for Communicable Diseases and the National Institute 	for Occupational Health on the appropriate steps to take to prevent 	transmission in their workplaces and for the provision of PPE. 

7.11	PPE may also be needed to prevent certain exposures, while correctly using 	PPE can help prevent some exposures and it should not take the place of other 	prevention strategies.

7.12	All types of PPE must be:
	7.12.1	Selected based upon the hazard to the employee;
	7.12.2	Properly fitted;
	7.12.3	Consistently and properly worn when required;
	7.12.4	Regularly inspected, maintained, and replaced, as necessary; and
	7.12.5	Properly removed, cleaned, and stored or disposed of, as applicable, to 		avoid contamination of self, others, or the environment.

7.13	Employers are obligated to provide their employees with PPE needed to keep 	them safe while performing their duties. 

8.	SPECIFIC MATTERS

8.1	All employees are to refrain from forwarding information related to the virus 	without checking it with credible sources such as the World Health Organisation 	“WHO” and National Institute of Communicable Diseases “NICD”. 

8.2	If an employee has been in close contact with an individual who has since been 	diagnosed with Covid-19, the employee must immediately inform the 	Department of Health.

8.3	The Company is suspending all domestic flight travel until further notice unless 	absolutely necessary as determined by the parties concerned. 

8.4	For international travel, employees are required to comply with the regulations 	issued from time to time by the government.  

8.5	All non-essential travel particularly by air, taxis and busses is discouraged. 

8.6 	Where an employer employs less than 10 (ten) employees, the following health 	and safety measures should be taken, apart from requirements under the 	Occupational Health and Safety Act:
	8.6.1	The workplace should be arranged in such a manner to ensure that 		employees are at least one and a half meters apart, or physical barriers 		are to be placed between them to prevent possible transmission of 			Covid-19 where the former is not possible;
	8.6.2	An employer may not permit an employee who displays symptoms of 		Covid-19 to work;
	8.6.3	Should an employee display symptoms of Covid-19, the employer must 		contact the Covid-19 hotline on 0800 02 9999 and instruct employees to 		act in accordance with the communicated instructions;
	8.6.4	The employer must provide employees with 2 cloth masks or require an 		employee to wear some form of cloth mask which covers their mouth 		and nose while at work;
	8.6.5	The employer must provide all employees with hand sanitiser, soap and 		clean water and ensure employees practice appropriate hygiene in the 		workplace by washing their hands and cleaning / disinfecting their work 		stations;
	8.6.6	Employees must ensure that their workplaces are cleaned and 			disinfected every hour;
	8.6.7	Employers must ensure that their workplaces are cleaned and 			disinfected every hour.

8.7	All visitors and employees entering the Company’s Workplace must be 	requested by reception to wash their hands on entering the Workplace.

8.8	No one will be allowed inside the premises without a face mask.

8.9	Workplaces must be arranged to ensure a minimum of 1.5 meters between 	employees or physical barriers must be erected and employees must be 	supplied, free of charge, with appropriate Personal Protective Equipment 	(PPE).

8.10	Social distancing must be implemented in all common areas in and around the 	workplace to prevent crowding.
 
8.11	The Company must screen employees for symptoms of Covid-19 at the time 	that they report for work.

8.12	Employees must wear masks at work. 

8.13	The Company must also require members of the public entering a workplace to 	wear masks.

8.14	The Company must provide each employee, free of charge, with at least a two 	layered cloth mask to wear while at work or commuting. 

8.15	For the foreseeable future no employee may attend external seminars, training 	or conferences, unless they obtain written consent from the Employer.



9.	BREACH

9.1	An employer who does not comply with the Direction may be ordered to close 	their business.

9.2	Failure to comply fully with the Occupational Health and Safety Act is a criminal 	offence and the failure to take the necessary measures to prevent the 	transmission of Covid-19 may result in criminal prosecution.

9.3	If an employee breaches this policy, the necessary disciplinary action will be 	taken. 

9.4	It is the employee’s responsibility to contact management should he/she have 	any queries or suffering of any of the Primary symptoms of Covid-19.

9.5	Failure to adhere to this policy or any instruction that was/were given in relation 	to this policy and/or any other policy will be considered serious misconduct and 	a disciplinary hearing will be conducted.

10.	INFORMATION

10.1	For more information on SARS-CoV-2 you can contact the Department of 	Health on: www.health.gov.za.

10.2	In the case of suspected exposure contact the coronavirus hotline in South 	Africa: 0800 02 9999.

10.3	The National Institute for Communicable Diseases (NICD) provides the latest 	information about Covid-19 and the global outbreak: 	http://www.nicd.ac.za/diseases-a-z-index/covid-19/covid-19-communication-	resources/.	




11.	EMPLOYEE ACKNOWLEDGEMENT

11.1	All employees must complete the acknowledgment attached hereto as 	Annexure A and such acknowledgement must be kept on record as proof that 	the Policies and Procedures have been read and understood by each 	employee.

























ANNEXURE A
EMPLOYEE ACKNOWLEDGMENT
I, the undersigned.
_________________________________________________ (name of employee)
__________________________________________________(ID number)

hereby agree and declare as follows:
1. I was informed on the Covid-19 Return to Work Policy.
2. I fully understand the contents disclosed within the Return to Work Policy.
3. I also agree to comply with the provisions of the Return to Work Policy.

	
	NAME
	SIGNATURE
	DATE

	Employer
	
	
	

	Employee
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