Add company letterhead or complete details:

COMPANY NAME:
ADDRESS:
CONTACT NUMBER:
CEO/ACCOUNTING OFFICER NAME:
CEO/ACCOUNTING OFFICER EMAIL:


LOCKDOWN LEVEL 4 RETURN TO WORK REQUIREMENTS

WORKPLACE RISK ASSESSMENT, BUSINESS READINESS PLANNING & SOCIAL DISTANCING REQUIREMENTS

DRAFT COVID-19 WORKPLACE PLAN


	#
	REQUIREMENTS 
	P

	1
	Appointment of designated employee(s) to ensure Workplace Risk Analysis and Business Readiness Planning is completed and regulations are met.

Name:

Job title:

Contact number:

Email:


	

	
	GENERAL MEASURES
	

	
	WORKPLACE PLANS – Regulation 16(6)(b)
	

	
	A COVID -ready Workplace Plan must be developed prior to the reopening of an enterprise employing persons or serving the public.

-	For small businesses, the plan can be basic reflecting the size of the business. while for medium and larger businesses, a more detailed written plan should be developed given the larger numbers of persons at the workplace.

-	The Plan for medium and large businesses must include the following:

1. The date the business will open and the hours of opening;

List opening dates and hours here:





2. The timetable setting out the phased return -to -work of employees, to enable appropriate measures to be taken to avoid and reduce the spread of the virus in the workplace:

Set out the phased return timetable here:











3. The steps taken to get the workplace COVID -19 ready;
Complete this template in full

4. A list of staff who can work from home: staff who are 60 years or older; and staff with comorbidities who will be required to stay at home or work from home:

List work from home staff here:













5. Arrangements for staff in the establishment:
(a) sanitary and social distancing measures and facilities at the entrance and exit workplace; to the
(b) screening facilities and systems;
(c) the attendance -record system and infrastructure:
(d) the work -area of employees:
(e) any designated area where the public is served;
(f) canteen and bathroom facilities;

Complete this template in full
 

(g) testing facilities (for establishments with more than 500 employees);

If applicable, list where these testing facilities are located here:










(h) staff rotational arrangements (for establishments where fewer than 100% of
employees will be permitted to work).

Provide details of the rotational arrangements here:













6. Arrangements for customers or members of the public, including sanitation and social distancing measures.

Complete this template in full

	

	
	
	

	2.
	ADMINISTRATIVE MEASURES
	

	2.1
	Undertake a risk assessment taking into account the specific circumstances of the workplace (to be managed by the person identified in 1 above using this template and other supporting documents/assesments.)
	

	2.2
	2.2 is applicable to WORKPLACES WITH 501+ employees only 
Employer must Submit Risk Assessment Report referred to in 2.1 above to:
· Health and Safety Committee; AND
· Department of Labour (Submission must be made to the Provincial Chief Inspector at http://www.labour.gov.za/About-Us/Ministry/Pages/IES0320-7398.aspx)
	

	2.3
	Notify all workers of the contents of this Directive and the manner in
which it intends to implement it i.e. The Regulations as well as the Business Readiness Plan

Describe how your employees have been notified of this here:






	

	2.4
	Notify employees that if they are sick or have symptoms associated with the COVID–19 that they must not come to work and to take paid sick leave in terms of section 22 of the BCEA.

Describe how your employees have been notified of this here:







	

	2.5
	Appoint a manager to address employee or workplace representative
concerns and to keep them informed and, in any workplace in which an
health and safety committee has been elected, consult with that committee
on the nature of the hazard in that workplace and the measures that need
to be taken.

Describe how your employees have been notified/consultations will be conducted here:









	

	2.6
	Measures required by this Directive and its risk assessment plan are strictly complied with through monitoring and supervision.  

Provide details of the monitoring and supervision methods to be used:










	

	2.7
	As far as practicable, minimize the number of workers on at the
workplace at any given time through rotation, staggered working hours, shift
systems, remote working arrangements or similar measures in order to
achieve social distancing.  

Provide social distancing measures to be used here: 










	

	2.8
	Take measures to minimize contact between workers as well as
between workers and members of the public.  Describe measures taken here:









	

	2.9
	Provide workers with information that raises awareness in any form
or manner, including where reasonably practicable leaflets and notices
placed in conspicuous places in the workplace informing workers of the
dangers of the virus, the manner of its transmission, the measures to
prevent transmission such as personal hygiene, social distancing, use of
masks, cough etiquette and where to go for screening or testing if presenting
with the symptoms.
	

	2.10
	If a worker has been diagnosed with COVID-19, an employer must-
a) inform the Department of Health and the Department of Employment and Labour (Report may be made to the COVID-19 hotline: 0800 02 9999); and
b) investigate the cause including any control failure and review its risk assessment to ensure that the necessary controls and PPE requirements are in place; and
c) it must give administrative support to any contact-tracing measures
implemented by the Department of Health.
	

	
	
	

	3
	SOCIAL DISTANCING MEASURES
	

	3.1
	Every employer must arrange the workplace to ensure minimal contact between
workers and as far as practicable ensure that there is a minimum of one and a half
metres between workers while they are working, for example, at their workstations.
Depending on the circumstances of the workplace or the nature of the sector, the
minimum distance may need to be longer. Reducing the number of workers
present in the workplace at any time (see 2.7 above) may assist in achieving the required social distancing.

If it is not practicable to arrange work stations to be spaced at least one and a half
metres apart, the employer must-
· arrange physical barriers to be placed between work stations or erected on work stations to form a solid physical barrier between workers while they are working; or
· if necessary, supply the employee free of charge with appropriate PPE based on a risk assessment of the working place.

Provide details of workplace changes to minimise contact between workers here:




















	

	3.2
	Every employer must ensure that social distancing measures are implemented
through supervision both in the workplace and in the common areas outside the
immediate workplace through queue control or within the workplace such as
canteens and lavatories. These measures may include dividing the workforce into
groups or staggering break-times to avoid the concentration of workers in common areas.

Provide details of supervision and queue control measures here:













	

	
	
	

	4
	HEALTH AND SAFETY MEASURES
	

	
	SYMPTOM SCREENING
(For more specific guidelines see: Department of Health “Guidelines for symptom monitoring and management of essential workers for COVID-19 related infection”.)

	

	4.1
	Employers must:

· Screen any worker, at the time that they report for work, to ascertain whether they have any of the observable symptoms associated with COVID-19, namely fever, cough, sore throat, redness of eyes or shortness of breath (or difficulty in breathing);
Provide details of screening points and measures, including persons responsible for screening here:














· Require every worker to report whether they suffer from any of the following additional symptoms: body aches, loss of smell or loss of taste, nausea, vomiting, diarrhoea, fatigue, weakness or tiredness; 

Provide details of responsible person to whom employees will report, manner of recording of such incidences and how/where these records will be kept here:













· Require workers to immediately inform the employer if they experience any of the symptoms described above while at work.
Provide details of how employees have been informed of this requirement here:















	

	4.2
	Employers must comply with any guidelines issued by the National Department of Health in consultation with the Department in respect of –
· symptom screening; and if in addition required to do so, medical surveillance and testing.  

Indicate by ticking the box alongside that you/the company designated appointee named in 1 above is familiar with these guidelines.
	

	4.3
	Complete the following checklist if a worker presents with those symptoms, or advises the employer of these symptoms:

- not permit the worker to enter the workplace or report for work; or

-  if the worker is already at work immediately-
	-	isolate the worker, provide the worker with a FFP1 surgical mask and arrange for the worker to be transported in a manner that does not
place other workers or members of the public at risk either to be self-isolated
or for a medical examination or testing; and

	-	assess the risk of transmission, disinfect the area and the worker’s
workstation, refer those workers who may be at risk for screening and take any other appropriate measure to prevent possible transmission;

	-	ensure that the worker is tested or referred to an identified testing site;
	-	place its employee on paid sick leave in terms of section 22 of the BCEA or if the employee’s sick leave entitlement under the section is exhausted, make application for an illness benefit in terms of clause 4 of the Directive issued
on 25 March 2020 on the COVID-19 Temporary Employer Relief Scheme under regulation 10(8) of the Regulations promulgated in terms of section 27(2) of the Disaster Management Act;

	-	ensure that the employee is not discriminated against on grounds of having tested positive for COVID-19 in terms of section 6 of the Employment Equity Act, 1998 (Act No. 55 of 1998);

	-	if there is evidence that the worker contracted COVID-19 as a result of occupational exposure, lodge a claim for compensation in terms of the
Compensation for Occupational Injuries and Diseases Act, 1993 (Act No. 130
of 1993) in accordance with Notice 193 published on 3 March 2020.

Identify the responsible person here:

Employee Name:

Job title:

Contact number:

Email:

	

	4.4
	If a worker has been diagnosed with COVID-19 and isolated in accordance with
the Department of Health Guidelines, an employer may only allow a worker to
return to work on the following conditions:

	-	The worker has undergone a medical evaluation confirming that the worker has been tested negative for COVID-19;

	-	The employer ensures that personal hygiene, wearing of masks, social distancing, and cough etiquette is strictly adhered to by the worker;

	-	The employer closely monitors the worker for symptoms on return to work.

Provide details of additional supervision measures to be taken here:














	

	
	
	

	
	SANITIZERS, DISINFECTANTS AND OTHER MEASURES
A hand sanitizer must be one that has at least 70% alcohol content and is in accordance with the recommendations of the Department of Health
	

	4.5
	Every employer must, free of charge, ensure that –
-	There are sufficient quantities of hand sanitizer based on the number of
workers or other persons who access the workplace at the entrance of, and
in, the workplace which the workers or other persons are required to use;

-	every employee who works away from the workplace, other than at home,
must be provided with an adequate supply of hand sanitizer.

Provide details of sanitizer stations within the workplace:
















Provide details of employee(s) designated to conduct regular checks to ensure that sanitiser is available in the workplace and take appropriate action to ensure stocks are replenished as necessary:

1) Employee Name:

Job title:

Contact number:

Email:


2) Employee Name

Job title:

Contact number:

Email:



	

	4.6
	-	If a worker interacts with the public, the employer must provide the worker with sufficient supplies of hand-sanitizer at that worker’s workstation for both the worker and the person with whom the worker is interacting


Identify such employees here:


Name:

Job title:

Location in workplace:



Name:

Job title:

Location in workplace:


	

	4.7
	Take measures to ensure that-
-	all work surfaces and equipment are disinfected before work begins, regularly during the working period and after work ends;

Provide details related to the responsible persons, the sanitiser products and methods to be used here:

Before work begins:

Responsible employee(s):

Name:

Job title:

Contact number:

Email:

Sanitising Products to be used:

Sanitising Methods to be used:


Regularly during the working period:

Frequency:

Responsible employee(s):

Name:

Job title:

Contact number:

Email:

Sanitising Products to be used:

Sanitising Methods to be used:


After work ends:

Responsible employee(s):

Name:

Job title:

Contact number:

Email:

Sanitising Products to be used:

Sanitising Methods to be used:



-	all areas such as toilets, common areas, door handles, shared electronic
equipment are regularly cleaned and disinfected;


Provide details related to the responsible persons, the sanitiser products and methods to be used here:

Frequency:

Responsible employee(s):

Name:

Job title:

Contact number:

Email:

Sanitising Products to be used:

Sanitising Methods to be used:



-	disable biometric systems or make them COVID-19-proof

Provide details of the person responsible to ensure this here:

Responsible employee:

Name:

Job title:

Contact number:

Email:


	

	4.8
	Ensure that-
-	there are adequate facilities for the washing of hands with soap and clean
water;

-	only paper towels are provided to dry hands after washing – the use of fabric towelling is prohibited;

-	the workers are required to wash their hands and sanitize their hands
regularly while at work;

Provide details as to how this will be supervised here:











-	the workers interacting with the public are instructed to sanitize their hands between each interaction with public;

Describe how this has been communicated to employees here:











-	surfaces that workers and members of the public come into contact with are routinely cleaned and disinfected.


Provide details related to the responsible persons, the sanitiser products and methods to be used here:

Frequency:

Responsible employee(s):

Name:

Job title:

Contact number:

Email:

Sanitising Products to be used:

Sanitising Methods to be used:


	

	
	CLOTH MASKS
The main benefit of everyone wearing a cloth mask is to reduce the amount of
virus droplets being coughed up by those with the infection and transmitted to
others and to surfaces that others may touch. Since some persons with the virus
may not have symptoms or may not know they have it, the Department of Health
requires that all persons wear cloth masks when in a public place.

	

	4.9
	Every employer must –
-	provide each of its employees, free of charge, with a minimum of two cloth masks, which comply with the requirement set out in the Guidelines issued
by the Department of Trade, Industry and Competition, (http://www.thedtic.gov.za/wp-content/uploads/Updated_Recommended_ Guidelines_Fabric_Face_Masks.pdf)  for the employee to wear while at work and while commuting to and from work; and

_	require any other worker to wear masks in the workplace.

Provide details of the person responsible for the procurement and issuing of cloth masks in the workplace:

Responsible employee:

Name:

Job title:

Contact number:

Email:

	

	4.10
	The number and replaceability of cloth masks that must be provided to an
employee or required of other workers must be determined in accordance with any sectoral guideline and in the light of the employee or worker’s conditions of work, in particular, where these may result in the mask becoming wet or soiled.

Provide details of assessments undertaken to determine how frequently masks should be replaced here:















	

	4.11
	Every employer must ensure that workers are informed, instructed, trained and
instructed as to the correct use of cloth masks.

Provide details of training interventions/methods and the responsible person(s) to provide such training as well as the date(s) of such training here:

Training interventions/methods:

Frequency/dates of training:

Responsible person:

Job title:

Contact number:

Email:


	

	4.12
	An employer must make appropriate arrangements for the washing, drying and
ironing of cloth masks in accordance with the Guidelines referred in clause 31.1
recommendations.

Provide details of the person responsible for the laundering of cloth masks here:

Responsible person:

Job title:

Contact number:

Email:

Confirm that they have been made aware of the Guidelines for the washing, drying and ironing of cloth masks, as legislated: Y/N

	

	4.13
	In addition to masks, employees must still be provided with PPE necessary in the ordinary course of their work.
	

	
	
	

	5
	MEASURES IN RESPECT OF WORKPLACES TO WHICH PUBLIC HAVE ACCESS
The principal purpose of these measures is to protect workers from being exposed to the virus through their interaction with the public and to protect members of the public from being exposed to virus through their interaction with workers or other persons present in such a workplace
	

	5.1
	Depending on what is reasonably practicable given the nature of the workplace,
every employer must-
-	arrange the workplace to ensure that there is a distance at least one and a
half metres between workers and members of the public or between members of the public; or

-	put in place physical barriers or provide workers with face shields or visors
if appropriate, undertake symptom screening measures of persons other than
the employees entering the workplace with due regard to available technology and any guidelines issued by the Department of Health;

-	if appropriate, display notices advising persons other than employees
entering the workplace of the precautions they are required to observe while
in the workplace;

-	require members of the public, including suppliers, to wear masks when
inside their premises.

Provide details of the measures taken/to be taken at your workplace here:




















	

	6
	VENTILATION
	

	
	Every employer must –
-	keep the workplace well ventilated by natural or mechanical means to reduce the SARS-CoV-2 viral load;

-	where reasonably practicable, have an effective local extraction ventilation system with high-efficiency particulate air HEPA filters, which is regularly cleaned and maintained, and its vents do not feed back in through open
windows;

-	ensure that filters are cleaned and replaced in accordance with the
manufacturer’s instructions by a competent person.

Provide details of the ventilation in the workplace here:











Have the filters been checked to ensure that maintenance requirements are in line with manufacturer’s specification?
	

	7
	OTHER PPE
	

	
	Every employer must check regularly on the websites of the National Department
of Health (http://www.health.gov.za/ ), National Institute of Communicable Diseases (https://www.nicd.ac.za/) and the National Institute for Occupational Health (http://www.nioh.ac.za/) whether any additional PPE is required or recommended in any guidelines given the nature of the workplace or the nature of a worker’s duties.
	

	
	
	

	8
	SMALL BUSINESSES
Employers with less than 10 employees must take the following measures:
	

	8.1
	-	arrange the workplace to ensure that employees are at least one and half
metres apart or, if not practicable, place physical barriers between them to
prevent the possible transmission of the virus.

Provide details of measures taken here:













	

	8.2
	-	ensure that employees that present with the symptoms set out in clause 4.1 above are not permitted to work
	

	8.3
	-	immediately contact the COVID-19 hotline: 0800 02 9999 for instruction and direct the employee to act in accordance with those instructions

Provide details of who the responsible employee will be here:


Name:

Job title:

Contact Number:

Email:



	

	8.4
	-	provide cloth masks or require an employee to wear some form of cloth
covering over their mouth and nose while at work

Provide details of measures taken here:











	

	8.5
	-	provide each employee with hand sanitizers, soap and clean water to wash their hands and disinfectants to sanitize their workstations

Provide details related to the sanitiser products and methods to be used here:

Frequency:

Sanitising Products to be used:

Sanitising Methods to be used:


Provide details of employee designated to conduct regular checks to ensure that sanitiser is available in the workplace and take appropriate action to ensure stocks are replenished as necessary:

Employee Name:

Job title:

Contact number:

Email:


	

	8.6
	-	ensure that each employee while at work washes with soap and sanitizes
their hands; and
-	 ensure that their workstations are disinfected regularly

Provide details as to how this will be supervised here:








	





TO BE PLACED ON COMPANY LETTERHEAD

ANNEXURE C
FORM 2
PERMIT TO PERFORM ESSENTIAL OR PERMITTEDSERVICE
Regulation 16(2)(b) and 28(4)

· This letter is valid from 01 May 2020.
· The individual employee, whose details are set out below, is employed by the Employer and performs work in the _______________________ sector. The employee is required to travel to and from work and/or to transport supplies, etc. on behalf of the Company.
Please note that the person to whom the permit is issued must at all times carry a form of identification to be presented together with this permit.  If no identification is presented the person to whom the permit is issued will have to return to his or her place of residence during the lockdown
	EMPLOYER’S DETAILS

	

	Full Name:
	
	Surname:
	

	
	
	
	

	ID Number:
	
	Contact Nr:
	

	
	
	
	

	Cell Nr:
	
	Tel Nr (W):
	

	
	
	
	

	Tel Nr (H):
	
	E-Mail:
	

	
	
	
	

	Physical Address:
	

	
	
	
	

	
	
	
	




	EMPLOYEE’S DETAILS 

	

	Full Name:
	
	Surname:
	

	
	
	
	

	[bookmark: _Hlk36025350]I.D / Passport No:
	
	Occupation:
	

	
	
	
	

	Work Address:
	

	
	
	
	

	Work Hours From:
	
	To:
	

	
	
	
	



I, the undersigned, in my capacity as the Employer hereby declare that the Employee stipulated above is in our employ and form part of essential services.




Official Stamp of Organisation


____________________________
[EMPLOYER NAME] 
Position 	
Contact number



IMPORTANT NOTES:

1.  Employers are obligated to take the necessary steps to ensure a safe and healthy working environment for their employees;

2.  In addition to the obligations of employees under the OHSA, every worker is obliged to comply with measures introduced by their employer as required by this Directive or any other promulgated by the government;

3.  This checklist has been prepared in good faith in line with the DIRECTIVE BY THE MINISTER OF EMPLOYMENT AND LABOUR IN TERMS OF REGULATION 10 (8) OF THE REGULATIONS ISSUED BY THE MINISTER OF COOPERATIVE GOVERNANCE AND TRADITIONAL AFFAIRS IN TERMS OF
SECTION 27 (2) OF THE DISASTER MANAGEMENT ACT, 2002 (ACT NO. 57 OF 2002) issued on 28th and 29th April 2020.  However, it remains an employer’s responsibility to ensure that they comply with all regulations applicable to their workplaces.

4. Disclaimer
1. The draft Covid-19 Workplace Plan is designed as a broad guideline, based on generic scenarios and should be investigated and adjusted for appropriateness for individual employee and company circumstances prior to implementation. 
1. The content of the Covid-19 Workplace Plan is the sole property of the Company and may not be reproduced, distributed, sold, published or broadcasted for any purposes other than compliance with Regulation 16(6)(b) of the Regulations issued in terms of section 27(2) of the Disaster Management Act, 2002, dated 29 April 2020, without the prior written consent of the Company.
1. Any unauthorised use, reproduction, storage, sale, transmission, adaptation, publication, distribution, modification, recording or broadcasting of any of the content of this draft Covid-19 Workplace Plan will constitute copyright infringement in terms of South African and international copyright laws.

5. Limitation of liability
1. By utilising this draft Covid-19 Workplace Plan, you agree to defend, indemnify, and hold harmless the Company, its Officers, Directors, shareholders, employees, licensors, suppliers, agents, partners and affiliates from and against any and all losses, damages, claims, costs and expenses (including, without limiting indirect, punitive, incidental and consequential damages, loss of profits, damage resulting from lost data or business interruption) of any nature incurred by whomsoever, resulting from the use, access, or any functionality or version of these terms and conditions.
1. Under no circumstance shall the Company, its suppliers or any third parties mentioned in relation to this draft Covid-19 Workplace Plan be liable for any damages whatsoever (including, but without limitation to, incidental and consequential damages, loss of profits or damages) arising from the use or inability to use this material, whether based on warranty, contract, delict or any other legal theory, and whether or not the Company is advised of the possibility of such damages.
1. The Company, its lawful agents, employees and representatives are further indemnified in respect of any costs, losses, damages or expenses which any person may suffer as a result of entering into any transaction with any third party, including the Company, its lawful agents, employees and representatives as a result of or in consequence of the reliance of any information contained in this document.


© Higgs Attorneys Inc & BMT Dimensions cc 2020
Page 2 of 18

