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PREAMBLE  
 
The national lockdown ends at midnight on 30 April, after which level 4 restrictions will be 
implemented. National Government has issued regulations for the effective protection of your 
workforce and patrons. The COVID-19 Occupational Health And Safety Measures In 
Workplaces Directive remains in force for as long as the declaration of a national disaster 
remains in force. 
 
 

PURPOSE OF THIS DOCUMENT  
 
The purpose of this document is to assist organisations in preparing for potential exposure to 
COVID-19 post lockdown and complying with the COVID-19 Occupational Health And Safety 
Measures In Workplaces directive by the Minister of Employment and Labour in terms of 
regulation 10 (8) in terms of section 27 (2) of the Disaster Management Act, 2002 (act no. 
57 of 2002). This guide will provide you and your staff with a reference tool for the development 
of your own standard operating procedures relating to the COVID-19 regulations.  
 
The recommendations and procedures outlined are basic guidelines which will assist you to  
prevent, contain and control potential infections on your property.  
 
We will focus on the 2 different phases namely PREPARATION and IMPLEMENTATION of 
practices. 
 
YOU WILL NOTE THAT THESE PRACTICES ONLY FOCUS ON THE SAFE MOVEMENT 

AND ACCOMMODATION OF STAFF, WORKPLACE PRACTICES AS WELL AS THE 
RECEIVING OF GOODS. 

 
We are currently compiling a comprehensive guidelines for operations when guests will be 
returning to lodges. These guidelines will therefore be updated and released in the very near 
future. 

 
TRANSMISSION OF THE VIRUS 
 
It is important to have a clear understanding of the virus and how it spreads. This knowledge 
will enable you to understand why these measures are recommended. 
 
Respiratory infections can be transmitted through droplets of different sizes. According to 
current evidence, the COVID-19 virus is primarily transmitted between people through 
respiratory droplets and contact routes. Therefore, the most probable manner for someone 
contract the virus is by breathing in droplets when a person close to (within 1 meter) them 
sneezes, coughs or breaths out. A person can, however, also contract the virus via the hand-
to-face route: touching a surface on which the live virus is present, then touching their mouth, 
nose or eyes.  
 
 
 
 
 
 
 



 
 

1- PREPARATION  
Preparation for COVID-19 precautions is essential to ensure successful implementation of your COVID-
19 policy.  
 
1.1 APPOINT A COVID-19 COMPLIANCE OFFICER 
 
Each workplace MUST appoint a manager to draft policy, address employee or workplace 
representative concerns and to keep them informed of the policies being implemented.  
 
In workplaces where a health and safety committee has been elected, the COVID-19 Compliance 
Officer will need to consult with that committee on the nature of the hazards in that workplace and the 
measures that will need to be taken before implementing policy.   
 
1.2 STAFF AWARENESS & EDUCATION 
 
All staff members need to have a basic understanding of COVID-19 and how it is transmitted. They 
need to also be aware of and receive training on the National Department of Health (NDoH) 
recommendations and mandatory precautions. These precautions should be practiced at all times 
whether on and off duty. 
 
The NDoH has made the following directives for droplet and contact precautions MANDATORY 
for COVID-19 emphasizing the utmost importance of:  
 

• To wear a CLOTH FACE MASK in public or in the workplace –  
Employers are required to provide employees with a minimum of two masks and 
are responsible for the washing, drying and ironing of masks, 

• Frequent HAND HYGIENE (washing and sanitizing),  
• Practicing RESPIRATORY ETIQUETTE,  
• PHYSICAL DISTANCING from other people – more than 1.5 meters, and  
• Environmental CLEANING AND DISINFECTION.  

 

ATTACHED IS A TOOL KIT WITH INFOGRAPHICS AND POSTERS for STAFF AWARENESS 
 

1.3 PROPERTY ACCESS 
 
A dedicated and singular entrance/exit point on the property is highly recommended to ensure 
adequate control over the property’s environmental contamination risk.  
 
This dedicated entrance/exit point will allow for screening and decontamination of all persons, parcels, 
etc. entering and leaving the property. It will furthermore allow for a supervised hand washing and 
record keeping of all contacts arriving and leaving the property.  
 
The designated area should be located close to your usual delivery point for ease of receiving kitchen 
deliveries. All other access points should be closed off with rope (or other means of barricade) to remind 
people not to enter or exit through those routes.  
 
The entry/exit area/s will require the following items:  

• A dedicated attendant,  
• Shade, smooth surface table and 

chair, 
• Contactless (infrared) thermometer, 
• Handwashing soap,  
• Paper towels,  
• Dustbin lined with plastic bag,  
• Tap and sink  

(if this is unavailable then have a 
bucket of water, a waste bucket and a 
cup for pouring) 

• Hand sanitizer with at least 70% 
alcohol,  

• Non-Toxic Disinfectant spray,  
• Entry and Exit log sheet and pen.  



 
 

 
 
1.4 SIGNAGE 
 
Signs encouraging social distancing, washing hands, and other precautions MUST be posted around 
the property for staff and patrons to see and remind them of the recommendations. 
 
1.5 SANITIZING / HAND WASHING STATIONS  
 
Handwashing and hand sanitizing stations MUST be conveniently located around the property 
especially in communal areas and at entrances and exits points.  
 
Sanitizing stations will require: 

• Hand Sanitizer with at least 70% alcohol.  
 
Handwashing stations will require: 

• Liquid hand soap,  
• Tap and sink, 
• Paper towels (Reusable cloth towels are PROHIBITED),  
• Dustbin lined with plastic bag. 

 
ATTACHED IS A HANDWASHING AND HAND SANITIZING POSTER WHICH SHOULD BE 

POSTED AT THESE STATIONS 

1.6 CLEANING KITS  
 
Environmental cleaning is absolutely essential for the effective control and containment of the virus. 
Practicing all the standard precautions such as wearing a cloth face mask, handwashing, hand 
sanitizing and practicing respiratory etiquette will mostly limit the spread of the virus.  
 
However, humans are habitual and will make mistakes. Furthermore, research has shown that shoes 
are an effective carrier of the virus. It is therefore required that communal areas, each department, staff 
canteens, toilets and offices are cleaned at least once a day before the arrival of the staff (either the 
night before or the morning of arrival on site).  
 
Cleaning kits will require the following: 

• Bucket 
• Cloths  
• Floor cleaning devices  
• Spray bottles containing Non-Toxic Disinfectant Solution  
• Water  
• Ordinary Floor and Surface Soap 

 
 
1.7 ISOLATION ROOM 
 
A well ventilated and contained room will need to be identified in the event of a staff member or other 
persons showing signs of COVID-19.  
 
This room should be equipped with the following: 

• Telephone, 
• Medical Masks (at least FFP1),  
• Gloves,  
• Pulse Oximeter and Thermometer,  
• Portable oxygen cylinder and oxygen mask (if available),  
• Paracetamol Tablets,  
• Hand Sanitizer station,  
• Handwashing station,  
• Bed and other routine residential furniture.  



 
 

 
 
 
1.8 PHYSICAL DISTANCING  
 
Every employer must arrange the workplace to ensure minimal contact between workers and as far as 
practicably possible ensuring that there is a minimum of 1,5 metres between staff members while they 
are working.  
 
Reducing the number of staff present in the workplace at any time through rotation, staggered working 
hours, shift systems, remote working arrangements or similar measures may assist in achieving the 
required physical distancing. 
 
 
TOILETS, STAFF CANTEENS and ENTRY/EXIT POINTS 
 
You must ensure that physical distancing measures are implemented through queue control and 
seating arrangements. An effective means to achieving queuing control is the placement of queuing 
markers on the floor.  
 
Ensure that queuing occurs in a direction where staff will not walk past each other when they exit the 
area.  
 

   
 
 
STAFF OFFICES 
 
Staff often share office spaces which poses a physical distancing issue. If it is not practical to arrange 
workstations to be spaced at least 1.5 metres apart, you must install a solid physical barrier between 
workers while they are working.  
 
A good example of this would be the installation of a clear Perspex sheet that hangs from the ceiling. 
 

 
 
 
 
 



 
 

 
 
KITCHENS 
 
Where the food production environment makes it difficult to implement physical distancing of more than 
1.5 meters between staff, you need to implement alternative measures: 

• Stagger workstations on either side of the processing lines so that staff are not facing one 
another,  

• Limit the number of staff in a food preparation area at any one time.   

GAME VIEWER VEHICLES & OTHER TRANSPORT 
 
Ensure that individuals being transported in a vehicle are all wearing cloth face masks.  
Individuals should ensure that there is at least one seat between them.  
Individuals must also sanitize their hands before entering the vehicle.   
 
WELLNESS AND GYM CENTRES 
 
Limit the number of individuals in a wellness and gym area at any one time to ensure that there is no 
more than 1 individual per 2 gym stations.  
 
Gym stations should be placed in a manner that allows a distance of 2 meters between the user seats 
or standing positions.  
  
1.9 VENTILATION 
 
The Directive requires that workplace is well ventilated by natural or mechanical means to reduce 
the SARS-CoV-2 viral load.  
 
Offices and other rooms that have no windows installed should leave the access door open and have 
a floor-standing or desk fan in place to a ventilate the space effectively.  
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 
2- IMPLEMENTATION 

 
2.1 STAFF & OTHER PERSONS ARRIVING ON PROPERTY 
 
During the course of the lockdown remote properties have been mostly isolated from the outside 
environment which created a “safe haven” for those that remained on site. Those times will come to an 
end and the reality is that life and work functions will need to return to some form of normality.  
 
Avoiding exposure to COVID-19 indefinitely is not possible, what is possible is to create policies and 
procedures that will limit the exposure and transmission as much as possible.  
 
The NDoH has stated that persons with underlying medical conditions and those above the age of 60 
are at higher risk of a poor outcome from COVID-19 and recommend that they should continue to 
remain at home. THEY SHOULD NOT BE ASKED TO RETURN TO WORK IF THEY ARE NOT 
NEEDED.   
 

STAFF MUST BE NOTIFIED THAT IF THEY ARE SICK OR HAVE SYMPTOMS ASSOCIATED 
WITH THE COVID–19 THAT THEY MUST NOT COME TO WORK AND TO TAKE SICK LEAVE. 

 
If a staff member has been diagnosed with COVID-19 and isolated in accordance with the Department 
of Health Guidelines, you may ONLY allow them to return to work on the following conditions: 

• The individual has undergone a medical evaluation confirming that they have been tested 
negative for COVID-19; 

• You must ensure that personal hygiene, wearing of cloth face mask, social distancing, and 
respiratory etiquette is strictly adhered to by the individual upon returning; and 

• You closely monitor the individual for symptoms on return to work. 

To quarantine all individuals that return to site is not necessary and will eventually be 
unimplementable. If you however chose to do so, effective quarantine is usually 14 days in duration.  
 
PROCEDURE FOR INDIVIDUALS ARRIVING ON PROPERTY: 
 
This procedure should be followed when individuals arrive on property for the first time and daily when 
reporting for work: 
 

1. All individuals on the property must WEAR A CLOTH FACE MASK except when they are alone 
inside their residential units or eating.  
 

2. All individuals arriving on property should be SCREENED FOR COVID-19 at the entrance/exit 
point before being allowed to proceed onto the property. This process involves the person 
disclosing if they have had any symptoms related to COVID-19 and recording their temperature 
and any observed symptoms. Please see attached screening checklist and log sheet.  

 
3. All individuals’ SHOES SHOULD BE SPRAYED with a non-toxic disinfectant solution before 

being allowed on property.  
 

4. All PARCELS BEING DELIVERED SHOULD BE SPRAYED with a non-toxic disinfectant 
solution before being allowed on property.  

 
5. All individuals should PERFORM A SUPERVISED HAND WASH before being allowed on 

property.  
 
 

ATTACHED IS THE SCREENING LOG SHEET FOR EACH INDIVIDUAL WHICH SHOULD BE 
COMPLETED EACH TIME THEY ARRIVE ON SITE AND REPORT ON DUTY. 

FURTHEMORE A GENERAL ENTRY AND EXIT LOG SHEET IS ALSO ATTACHED.  



 
 

 
 
 
 
2.2 ENVIRONMENTAL CLEANING & DISINFECTION   
 
Environmental cleaning is absolutely essential for the effective control and containment of the virus. 
Practicing all the standard precautions such as wearing a cloth face mask, handwashing, hand 
sanitizing and practicing respiratory etiquette will limit the spread of the virus to a large extend.  
 
However, humans are habitual and will make mistakes. Furthermore, research has shown that shoes 
are an effective carrier of the virus. It is required that communal areas, each department and offices are 
cleaned at least once a day.  
 
ENVIRONMENTAL CLEANING SHOULD OCCUR AT LEAST ONCE A DAY BEFORE EMPLOYEES 
REPORT ON DUTY (either the night before or the morning of arrival) 
 
The following areas should be cleaned daily: 

• Residential Units and Accommodation Units (when in use)  
• Laundry  
• Workshop  
• Storerooms  

The following areas should be cleaned twice a day: 
• Reception  
• Lounge Areas 
• Bar Areas 
• Wellness and Gym Centres 
• Staff Offices 
• Kitchen Areas 
• Other communal areas.  

The following areas should be cleaned after each use: 
• Dining Areas (including staff canteens and recreation areas) 

 

ATTACHED IS THE PROCEDURES FOR THE CLEANING AND DISINFECTING OF: 
o HARD AND SOFT SURFACES AND NON-ELECTRONIC ITEMS  
o ELECTRONIC ITEMS  
o CLOTHES AND LINEN 

 
 
2.3 CLOTH FACE MASKS    
 
The purpose of cloth face masks is to protect those around us from our OWN droplets. Droplets 
could be inhaled by people around us, or could contaminate food or other surfaces that other people 
may touch. A cloth face mask helps to contain your droplets when you are speaking, coughing, sneezing 
or even just breathing. Since these masks are close to your face, it blocks most of the droplets before 
they spread to other people and surfaces. We need to stop the spread of our droplets to people 
around us. 
 
However, in the workplace you will need the added feature of protecting your employees from 
other individuals. There are cloth face masks available that have a dedicated internal pouch for the 
placement of additional filters. This will protect others AND the wearer, this is the IDEAL option to 
choose.  
 
Employers are required to provide each of their employees, free of charge, with a minimum of 

two cloth face masks to wear while at work and while commuting to and from work. 
 



 
 

 
 
 
 
HOW TO USE A CLOTH FACE MASK 
 
You must ensure that staff are informed, instructed, and trained as to the correct use of cloth masks. 
 

1. Manufacturers will issue clear instructions regarding the use of specific masks.  
 

2. The wearer should ensure that the mask has been appropriately washed before use.  
 

3. The wearer must avoid touching the mask during use and that when putting on or taking off 
the mask. The wearer must perform a handwash after removing or touching the mask.  

 
4. Masks must be fitted properly, ideally covering at least 50% of the length of the nose and 

25mm under the chin.  
 

 
CLEANING CLOTH FACE MASKS  
 
You must make appropriate arrangements for the washing, drying and ironing of cloth masks.  
 
When staff finish their shifts, they should hand in their cloth face masks for washing and retrieve their 
second “take-home” mask for use the next day when they commute and arrive at work.  
 

1. Manufacturers will issue clear instructions regarding the cleaning and disinfecting of specific 
masks.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 
3 - SUSPECTED CASE OF COVID-19 

 
The reality is that some persons onsite may acquire the virus despite rigorous environmental control 
measures and improved hygiene practices. If this occurs the following is recommended.  
 

1. Upon being notified of a potential case, ask the person to proceed to the isolation room 
immediately without touching any objects. Ensure that the person is wearing a cloth face mask. 
Someone will need to escort them to open doors etc. along the route.  
 

2. The COVID-19 Compliance Officer must be informed and contact the Africa SAFE-T Incident 
Management Center to request assistance. 
 

3. The Africa SAFE-T Incident Management Center will ask to speak to the patient to perform a 
screening and determine the severity of illness. Please transfer the call to the patient in the 
isolation room.  
 

4. Limit the number of people in contact with the patient. If absolutely necessary, we recommend 
that only one first responder remain with the patient. 
 

5. The First Responder and patient MUST both wear a medical mask while Africa SAFE-T 
responds. 

 
6. The First Responder, where possible, should maintain a distance of at least two meters 

between himself/herself and the patient. 
 

7. Avoid rubbing your eyes, nose or mouth while in close proximity to the patient. 
 

8. The First Responder should thoroughly wash his/her hands, forearms and elbows with an 
alcohol-based soap, once he/she leaves the patient. 
 

9. Always dry hands with a paper towel and not a normal linen towel. The paramedic will empty 
the plastic lined dustbin when departing and dispose of the refuse in a proper medical waste 
container. 
 

10. Africa SAFE-T will make the necessary arrangements for medical consultation and testing to 
be performed. If the patient is a staff member, the COVID-19 Compliance Officer must request 
that the HR Manager complete the required Workers Compensation Fund forms as well as the 
specific COVID-19 questionnaire. 

 
ATTACHED IS THE COVID-19 SPECIFIC QUESTIONNAIRE  

 
11. Africa SAFE-T will contact the NDoH Hotline as per the Directive and relay any requirements 

or instructions to the COVID-19 Compliance Officer. The HR Manager must notify the 
Department of Labour.  
 

12. If the patient is unable to travel home or go into a government quarantine site, the patient may 
have to be self-isolated onsite while the results are pending.  

 
 
 
 
 
 
 
 
 
 


