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1. Introduction

1.1 The aim of the policy is to ensure a safe working environment for all employees and to stop the spread of COVID-19 virus. Section 8 of the Occupational Health and Safety Act, 1993 “OHSA” requires every employer to provide and maintain, as far as reasonably practicable, a working environment that is safe and without risk to the health of its employees. Similarly, the OHSA also imposes a duty on employees to take reasonable care for their own health and safety and that of their fellow employees.
1.2 This company policy includes the measures we are actively taking to mitigate the spread of coronavirus we will outline the Cleansing of the office, Protocol in the office and close monitoring of all staff and visitors will be done on a daily basis. You are kindly requested to follow all these rules diligently, to sustain a healthy and safe workplace in this unique environment. It’s important that we all respond responsibly and transparently to these health precautions. We assure you that we will always treat your private health and personal data with high confidentiality and sensitivity.
1.3 This coronavirus (COVID-19) company policy is susceptible to changes with the introduction of additional governmental guidelines. If so, we will update you as soon as possible by email
2. Purpose of this Policy

Here, we outline the required actions employees should take to protect themselves and their co-workers                                                                 from a potential coronavirus infection.
Employees who have any symptoms potential coronavirus infection must remain at home and must seek medical diagnosis and if necessary, treatment as soon as possible. Employees who have shown symptoms of the coronavirus infection must bring a certificate of good health signed by a medical practitioner when they return to work. Employees who do not bring certificate of good health signed by a medical practitioner will not be allowed to return to work and must take sick leave until they have can produce a valid certificate indicating their good health.
Employees should notify their manager and stay home if they are sick and have been booked off. All employees should follow the company’s sick leave policy in such situations.

Employees with acute respiratory illness symptoms are advised to stay home until they are cleared for work by a registered medical practitioner. It is important to note for an employee to qualify for sick leave, a valid medical certificate booking them off is required. 

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. If this instruction is not followed, it will be regarded as gross insubordination and disciplinary steps will be taken as it could put other employees at risk.

· If you are able to work during this period and it is possible to your position, then there is no requirement to submit a sick leave or annual leave request. You are, however, required to report daily to your line manager. This must be at the be at the company’s discretion
· Should you become sick during this period, the normal sick leave policy will apply.
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3. How does COVID-19 spread
3.1 Coughing or sneezing – one can contract COVID-19 if one is standing within one meter of an infected person by breathing in droplets coughed out or exhaled by the ill person.

3.2 Close personal contact, such as when shaking hands or touching others.

3.3 Touching an object or surface on which the virus is found (after an ill person coughs or exhales close to these objects or surfaces such as desks, tables or telephones), then - before washing hands – touching the mouth, nose, or eyes.

3.4 The following symptoms may develop in the 14 days after exposure to someone who has COVID-19 infection:
· Dry cough

· Sore throat

· Shortness of breath/ difficulty in breathing

· Redness of eyes

· Body aches

· Loss of smell 

· Loss of taste

· Nausea 

· Vomiting

· Diarrhoea

· Fatigue

· Weakness  

· Tiredness

Infections can cause more severe symptoms in people with weakened immune systems, older people and those with long-term conditions like diabetes, cancer and chronic lung disease.

4. Safety Precautions and Cleansing of the office
4.1 Giscoe will provide two washable face masks to each employee, it will be required that you wear your mask in the office. It is advised to wash your mask after you used it for the day.
4.2 There will be hand sanitiser and the office desks will be wiped and sanitised each day before work starts. 

4.3 All employees will need to washed their hands for 20 seconds and It is required that all staff sanitise their hands on a regular basis, and sanitize shared equipment before and after use.

4.4 All employers to screen staff on a daily basis for symptoms of Covid-19, including a symptom check as well as temperature assessment. Record of this screening will be kept by the selected staff member. 
4.5 Staff will have to keep a 1-1.5-meter distance from each other and are not allowed to stand together in groups in common areas like the kitchen. 
4.6 All employers must adopt measures to promote physical distancing of employees including, enabling employees to work from home or minimising the need for employees to be physically present at the workplace.
4.7 The prevision for adequate space
4.8 Restrictions of face to face meetings – meetings will be explained in the document bellow.

4.9 Special measures for employees with known or disclosed health issues or comorbidities, or with any condition =s which may place such employee at a higher risk of complications or death if they are infected by COBID – 19: 

4.10 Special measures for employees above the age of 60 who are at a higher risk of complications or death if they are infected by COVID 19.

4.11 No Staff member or person may refuse the screening.

5. General hygiene rules
All visitors and employees entering The Company’s offices must have their temperature taken to detect potential infection. If the staff member or visitor has a high temperature, they will be refused entry to the office and should leave the premises and be tested or seek medical treatment. Visitors and employees who pass the temperature test will be requested by the receptionist to wash or sanitise their hands on entering the premises

5.1 Wash your hands after using the toilet, before eating, and if you cough/sneeze into your hands (follow the 20-second hand-washing rule). You can also use the sanitizers you’ll find around the office.
5.2 Cough/sneeze into your sleeve, preferably into your elbow. If you use a tissue, discard it properly and clean/sanitize your hands immediately
5.3 Open the windows regularly to ensure open ventilation.
5.4 Avoid touching your face, particularly eyes, nose, and mouth with your hands to prevent from getting infected.
5.5 If you find yourself coughing/sneezing on a regular basis, avoid close physical contact with your co-workers and take extra precautionary measures (such as requesting sick leave).
6. Meetings

6.1 Consider whether a face-to-face meeting or event is needed. Could it be replaced by a teleconference or any other electronic platform.
6.2 Could the meeting be scaled down so that fewer people attend?
6.3 Ensure that all participants in the meeting have washed their hands for 20 seconds prior to the meeting commencing. 
6.4 Ensure all delegates are seated at least one meter apart
6.5 The names and contact details of all participants within the meeting should be retained for at least one month. This will assist health care authorities to trace who have been exposed to the virus if participant do become ill shortly after the meeting.
6.6 If someone should contract the virus shortly after the meeting, the company should inform all participants
7 Sick leave arrangements:

7.1 If you have cold symptoms, such as cough/sneezing/fever, or feel poorly, request sick leave or work from home.

7.2 If you have a positive COVID-19 diagnosis, you can return to the office only after you’ve fully recovered, with a signed doctor’s note confirming your recovery.
7.3 If an employee has been in close contact with an individual who has since been diagnosed with COVID-19, the employee must immediately inform their employer and contact the COVID-19 Hotline. Close contact means that the employee was in face-to-face contact (i.e. within 1.5 metres) or in a closed space for more than 15 minutes with a person with COVID-19. 
If, after informing the Department of Health, the employee is required to self-quarantine then the following policies will apply:

· If the employee is able to work during this period, then there is no requirement to submit a sick leave or annual leave request. The employee is, however, required to report daily to their line manager. 

· Should the employee become sick during this period, then normal sick leave policy will apply, if the employee’s sick leave entitlement under the section is exhausted, management 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;

8  Work from Home Request:
8.1 if you are feeling ill, but you are able to work, you can request to work from home. Must be approved by the company in writing
8.2 If you have recently returned from areas with a high number of COVID-19 cases (based on CDC announcements), we’ll ask you to work from home for 14 calendar days, and return to the office only if you are fully asymptomatic. You will also be asked not to come into physical contact with any colleagues during this time.

8.3 If you’ve been in close contact with someone infected by COVID-19, with high chances of being infected yourself, request work from home. You will also be asked not to come into physical contact with any colleagues during this time.

8.4 If you’re a parent and you have to stay at home with your children, request work from home. Follow up with your manager or departmental leader to make arrangements and set expectations.

8.5 If you need to provide care to a family member infected by COVID-19, request work from home. You’ll only be permitted to return to the office 14 calendar days after your family member has fully recovered, provided that you’re asymptomatic or you have a doctor’s note confirming you don’t have the virus. You will also be asked not to come into physical contact with any colleagues during this time.

All this needs to be approved in writing by the company.
9. Travel

All domestic flight travel is suspended until further notice unless absolutely necessary as determined

by the parties concerned. Local travel to clients will still be required but must be done in line with

current protocols of low contact and high hygiene. In this instance, the company will also be guided by

their clients in terms of the clients' needs and expectations. All non-essential travel, particularly on

public transport, is discouraged. 

10. COVID-19 Manager

A COVID-19 Manager will be appointed to ensure the implementation of and adherence to Standard   Operating Procedures for the risk mitigation of COVID-19 in the workplace, as required by Government Notice NO. 479 29 APRIL 2020 - 479 Disaster Management Act (57/2002): Covid-19 Occupational Health and Safety Measures in Workplaces Covid-19 (C19 OHS), 2020 and the Risk Adjustment Strategy Regulations of 29 April 2020. It is recommended that a COVID-19 Response Team is also appointed to assist, where necessary, with the implementation of and adherence to Standard Operating Procedures for the risk mitigation of COVID-19 in the workplace.

11.  COVID-19 Compliance Officer

A COVID-19 Compliance Officer will be appointed, which may be the same appointee as the COVID-19 Manager. The Compliance Officer is required to develop a plan for the phased in return of employees to the workplace, prior to reopening the workplace for business. The plan must include the following:

Which employees are permitted to work;

What the plans for the phased-in return of their employees to the workplace are;

What health protocols are in place to protect employees from COVID-19; and

The details of the COVID-19 Compliance Officer;

12. Consequence of breach

If an employee breaches this policy the necessary disciplinary action will be taken. It is important to note that the company’s sick leave policy will not be adjusted or become flexible during the outbreak of COVID-19. The normal sick leave policy which is in line with Labour Law will still apply.

It is the employee’s responsibility to contact management should he/she have any queries.

13. AMENDMENTS
The Company reserves the right to amend this policy at its discretion. In case of amendments, employees will be informed accordingly.

This policy and its procedures will only be actioned if there is a COVID outbreak and it is made compulsory/ Mandatory by Government 
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