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COVID-19 HANDBOOK 
MAY 2020 

 
 

This handbook is to be used as a Recommended Practice and is aligned as far as possible 
to the recommendations of the Centers for Disease Control (CDC) and World Health 
Organization (WHO). 

 
 

This is a working document and will be updated to reflect changes in directives and introduce new 
recommended practices as they become available. The Covid-19 School Policy and Standard 
Operating Procedures are included. 
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COVID-19 POLICY 
 

1. Purpose 
 

This policy includes the measures SAHETI School will be taking to mitigate the spread of the coronavirus. 
 
2. Scope of Application 

 
This policy applies to any person who physically accesses SAHETI School premises, for any purpose. 

 
3. Definitions 

 
In this policy, unless the context indicates otherwise, the following meaning must be attached to the 
following words: 
 ‘BCEA’ means the Basic Conditions of Employment Act, 75 of 1997; 
 ‘COVID-19’ means the Coronavirus disease 2019; 
 ‘Directive’ means the directive issued by the Minister of Employment and Labour in terms of 

Regulation 10(8) of the Regulations issued by the Minister of Co-Operative Governance and 
Traditional Affairs in terms of s27(2) of the Disaster Management Act, published in Government 
Gazette 43257 of 29 April 2020; 

 ‘Disaster Management Act’ means the Disaster Management Act, 5 of 2002 and shall include any 
Regulations issued in accordance with Section 27(2); 

 ‘OHSA’ means the Occupational Health and Safety Act, 85 of 1993; 
 ‘PPE’ means personal protective equipment; 
 ‘virus’ means the SARS-CoV-2 virus; 
 ‘staff’ means any person who works in an employer’s workplace, including an employee of the 

employer or contractor, self-employed person or volunteer; and 
 ‘employee’ means any person who is employed by SAHETI School; 
 ‘parent’ means a parent or legal guardian of a learner receiving academic instruction at SAHETI 

School; 
 ‘learner’ means a person receiving academic instruction at SAHETI School; 
 ‘visitor’ shall mean any person not included within the definitions for staff, learner, or parent; 
 ‘SAHETI School’ means any premise or place where a person performs work, irrespective of the 

nature of the work, located at Civin Drive, Senderwood 2145, Bedfordview. 
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 ‘School Nurse’ means the person or persons designated for the functional responsibility by SAHETI 
School. 

 
 

 
4. Period of application 

 
This policy remains in force as long as the declaration of a national disaster, published in Government 
Gazette number 43096 of 15 March 2020 remains in force. 

NOTE: This policy is susceptible to changes with the introduction of additional governmental 
guidelines. The current version of this policy will be published on the SAHETI website. Notification of 
updates will be sent by email to staff, learners and parents. 

 

5. Administrative measures 
 

SAHETI School undertakes to establish the following administrative measures: 

 A risk assessment to give effect to the minimum measures required by the Directive, considering 
the specific circumstances of the SAHETI School. 

 SAHETI School shall develop and implement the necessary Standard Operating Procedures that 
give effect to this policy. 

 SAHETI School shall monitor adherence and ensure compliance to the Standard Operating 
Procedures 

 Standard Operating Procedures document will be attached to this policy. 

 SAHETI School undertakes to notify: 

o all employees of the content of the Directive and the manner in which it intends to implement 
it; and 

o all employees that, if they are sick or have symptoms associated with COVID-19, they must not 
come to work and, instead, must take paid sick leave in terms of s22 of the BCEA. 

o SAHETI School undertakes to appoint a manager of the Covid-19 Pandemic Response Team, 
who will sit on the Health & Safety Committee. The Covid-19 Pandemic Response Team (PRT) 
will be a subcommittee of the Health & Safety Committee and must include the School Sister 
and Safety Representatives. The managers role will be to consult with the sub-committee to 
ensure that the Standard Operating Procedures (SOPs) are aligned with the Covid-19 policy and 
that these are communicated and adhered to within the school. The Pandemic Response Team 
will undertake to complete regular reviews of the Covid-19 policy and SOPs while, ensuring that 
all systems are in place to facilitate adherence to these. The committee will be responsible for 
a full risk assessment relating to Covid-19 and will explore measures that need to be taken to 
mitigate against the risks identified. 

o SAHETI School will ensure that the measures required by the Directive and its own risk 
assessment plan are strictly complied with through monitoring and supervision. 
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o As far as practicable, SAHETI School undertakes to minimize the number of staff on the school 
premises at any given time through rotation, staggered working hours, shift systems, remote 
working arrangements, or similar arrangements to achieve social distancing. 

 SAHETI School furthermore undertakes to: 

o take measures to minimize contact between staff, as well as between staff and members of the 
public; and 

 
o provide staff with information and training that raises awareness of the dangers of the virus, 

the manner of its transmission and the measures to prevent transmission. 
 

If a staff member has been diagnosed with COVID-19, SAHETI School undertakes to: 

 inform the Department of Health (to the COVID-19 hotline: 080 002 9999) and the Department of 
Employment of Labour; 

 inform employees and students in direct contact to self-isolate; and 

 investigate the cause (including any control failure) and review its risk assessment to ensure that 
the necessary controls of PPE requirements are in place; and 

 give administrative support to any contact-tracing measures implemented by the Department of 
Health. 

 Implement any actions directed by the Department of Health or the National Institute of 
Communicable Diseases. 

 
5.1. Social distancing measures 

 
SAHETI School will arrange the workplace to ensure minimal contact between staff and learners, 
as far as practicable, and ensure that there is a minimum of one and a half metres between staff 
and learners while on the premises. 

 If it is not practicable to arrange learners’ desks to be spaced at least one and a half metres apart, 
SAHETI School undertakes: 

o to arrange physical barriers to be placed between learners or erected on desks to form a solid 
physical barrier between learners; and 

 
o to ensure that social distancing measures are implemented through supervision, both in the 

classrooms, exam venues and common areas, such as tuck shops, staffrooms and parking lot. 
 

o SAHETI School will consider measure such as dividing the learners into groups or staggering 
break-times for learners or to allocate students to separate zones during breaks. 

 
o The maximum number of occupants will be determined and published for every classroom and 

venue. 
 
 

5.2. Screening 
 

SAHETI School undertakes to: 
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 screen all persons exiting a vehicle to enter the buildings at SAHETI School to ascertain whether 
the person has any of the observable symptoms associated with COVID-19, including, but not 
limited to, fever, cough, sore throat, redness of eyes or shortness of breath (inclusive of difficulty 
in breathing); 

 require every staff member or learner to report to the School Nurse if they suffer from any of the 
following additional symptoms, namely: 

o body aches, loss of smell, loss of taste, nausea, vomiting, diarrhea, fatigue, weakness or 
tiredness; and 

 
 require every staff member or learner to immediately inform the School Nurse if they experience 

any of the symptoms set out above, whilst on the school premises. 

SAHETI School undertakes to comply with any guidelines issued by the National Department of 
Health in respect of symptom screening, medical surveillance and testing and the like. 

 
 

5.2.1. Obligation of the employer when symptoms are present 
 

If a staff member, learner, parent and/or visitor presents with the above symptoms or advises 
SAHETI School of these symptoms, SAHETI School undertakes: 

 not to permit the person to enter SAHETI School premises; 

 if the said person is already on SAHETI School premises, immediately: 

o the person will be isolated in the demarcated isolation room, be provided with a FFP1 surgical 
mask and the School Nurse will attend to the person in a manner that does not place other 
workers or the public at risk; and 

 

o to assess the risk of transmission, disinfect the area/s concerned, contact and/or refer those 
person/s who may be at risk for screening and take all other appropriate measures to prevent 
possible transmission; 

 
o to ensure that the person/s who were in contact with the person that presented with COVID-19 

symptoms are tested or referred to an identified testing site; 
 

o to place the employee on paid sick leave in terms of s22 of the BCEA or, alternatively, if such 
leave entitlement 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 s27(2) of the Disaster 
Management Act; 

 

o to ensure that the employee is not discriminated against on grounds of having tested positive 
for COVID-19 in terms of s6 of the Employment Equity Act, 55 of 1998; 

 
o if there is evidence that the person 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, 130 of 1993, in accordance with Notice 193 published on 3 March 2020 
(Government Gazette 43126, Government Notice 193 of 3 March 2020). 
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 If a staff member has been diagnosed with COVID-19 and isolated in accordance with the 
Department of Health Guidelines, SAHETI School undertakes to only permit the staff member back 
to work under the following conditions: 

o a medical evaluation confirms that the staff member has tested negative for COVID-19; 
 

o SAHETI School ensures that personal hygiene, wearing of masks, social distancing and cough 
etiquette is strictly adhered to by the worker; and 

 
o the School Nurse will closely monitor the worker for symptoms on return to work. 

 
 

5.3. Sanitisers 
 

SAHETI School will ensure that: 

 hand sanitiser with at least a 70% alcohol content is provided in accordance with the 
recommendations of the Department of Health; 

 there are sufficient quantities of hand sanitiser, based on the number of classes and persons who 
access SAHETI School premises, which all persons are required to use upon entry to SAHETI School; 

 staff who interact with the public: SAHETI School undertakes to provide the staff members with 
sufficient supplies of hand sanitiser at that staff work station for both the staff members and the 
person with whom the staff member is interacting. 

 
5.4. Disinfections and other measures 

 
SAHETI School undertakes to take measures to ensure that: 

 all classes, work surfaces and equipment are disinfected before work begins, regularly during the 
working period and after work ends; 

 all common areas, toilets, door handles and shared electronic equipment are regularly cleaned and 
disinfected. 

 
 

SAHETI School undertakes to: 

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

 prohibit the use of fabric toweling and make paper towels available to dry hands after washing; 

 ensure that the learners are required to wash their hands and sanitise their hands regularly while 
at SAHETI School; 

 ensure that the staff interacting with the public are instructed to sanitise their hands between 
each interaction with the public; and 

 ensure that the surfaces that the staff and members of the public come into contact with are 
routinely cleaned and disinfected. 
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5.5. Cloth masks 
 

SAHETI School undertakes to: 

 provide each employee and learner with a minimum of two cloth masks and a face shields, which 
comply with the requirements set out in the guidelines issued by the Department of Trade, 
Industry and Competition, to wear whilst on SAHETI School premises and whilst commuting to and 
from work; and 

 require all persons to wear masks or face shields whilst on the premises. 

 The number and replacement frequency of staff cloth masks will be determined according to any 
sectoral guideline and in the light of each individual staff conditions of work. 

 SAHETI School undertakes that staff will be informed, instructed, and trained as to the correct 
use of cloth masks and face shields. 

 
5.6. Measures in respect of workplaces to which visitors have access 

 
SAHETI School undertakes to: 

 ensure that there is a distance of at least one and a half metres between staff and members of the 
public or between members of the public; 

 put in place physical barriers or provide employees with face shields or visors; 

 undertake symptom screening measures of persons entering SAHETI School, 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; and 

 require visitors, including suppliers, to wear masks when inside the premises. 

 
5.7. Ventilation 

 
SAHETI School undertakes to: 

 keep the classrooms and other in use venues well-ventilated by natural or mechanical means to 
reduce the SARS-CoV-2 viral load; 

 
5.8. Other PPE 

 
SAHETI School undertakes to make regular checks on the websites of the National Department of 
Health, National Institute of Communicable Diseases and the National Institute for Occupational 
Health, whether any additional PPE is required or recommended in any guidelines, given the 
nature of the workplace or the nature of the employee’s duties. 

 

5.9. Vulnerable staff and staff with comorbidities 
 

SAHETI School undertakes to: 
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 do a risk assessment to identify staff with a higher risk of developing severe illness from COVID-19; 
these people include those with: chronic lung disease or moderate to severe asthma, diabetes, 
serious heart conditions, severe obesity (BMI of 40 or higher), chronic kidney disease undergoing 
dialysis, liver disease and immunocompromised. 

 Make special arrangements for vulnerable staff to mitigate the risk of them being infected. 

 
5.10. Employee, Learner and Parent obligations 

 
In addition to the obligations of employees under the OHSA, every employee, learner, parent and 
visitor is obliged to comply with measures introduced by SAHETI School as required by the 
Directive or any other Government Directive. 

Every employee, learner, parent and visitor shall comply with any SAHETI School Standard 
Operating Procedure. 

Employees will need shall attend compulsory training. 
 
 

6. Monitoring and enforcing the Directive 
 

An inspector designated in terms of s28 of OHSA may perform any of the functions in section 29 of 
OHSA and exercise any of the powers listed in s30 of OHSA in order to monitor compliance with the 
Directive. 

An inspector, as contemplated above, may, for the purpose of promoting, monitoring and enforcing 
compliance with the OHSA, advise employees and the employer of their respective rights and 
obligations in terms of the Directive, in accordance with s64 of the BCEA. 

 

7. Sectoral guidelines 
 

The chief inspector, appointed in terms of s27 of the OHSA, may facilitate the development of sector- 
specific guidelines to support the Directive and, where applicable, will be taken into account by the 
employer. 
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SECTION B - SOP 
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STANDARD OPERATING PROCEDURE 
FOR AN EXAM VENUE 

 
1 Entry and Exit: 

 Students are to sit at chairs provided outside the venue. 

 Students’ arrival with bags and books will be discouraged, however, they will be able to place 
books and bags outside the venue and spaced 1,5metres apart providing they are clearly labelled 
with a name tag. 

 All teachers are to ensure that students are to sanitize hands on entry and exit. 

 One student is to enter at a time, maintaining 1.5 metres distance from others, and only once 
seated the next student may enter. 

 One student is to exit at a time, maintaining 1.5 metres distance from others. 

 All students are to wear masks or a face shield. 

 Teachers are to wear masks or face shields. 

 Should students need to go to the bathroom, they must sanitise hands on exit and re-entry of the 
classroom. 

 Students are to take disinfectant wipes provided on entry into computer laboratories to wipe down 
the keyboard and mouse. 

 Separate bins are to be provided for disposal of tissues, old PPE masks etc. Yellow bin bags are to 
be utilised. 

 One invigilator is to be inside the venue prior to entry of students and at least one invigilator is to 
be stationed outside the venue to monitor entry and exit. 

 
 

2 Social distancing: 

 Desks inside the venue must be 1.5 metres apart. 

 Space must be considered for invigilators to walk whilst staying at a distance of 1.5 metres from 
students. 
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STANDARD OPERATING PROCEDURE 
FOR CLASSROOMS 

 
1 Entry and Exit: 

 Demarcation of area outside the class for 1.5 metres social distancing. 

 All teachers are to ensure that students are to sanitize hands on entry and exit. 

 One student is to enter at a time, maintaining 1.5 metres distance from others, and only once 
seated the next student may enter. 

 One student is to exit at a time, maintaining 1.5 metres distance from others. 

 All students are to wear masks or face shields. 

 Teachers are to wear face shields while teaching. 

 Should students need to go to the bathroom, they must sanitise hands on exit and re-entry of the 
classroom. 

 Before lesson commences, teachers present a brief “toolbox” talk to the students, reiterating 
social distance, masks, hygiene etc. 

 Students are to take disinfectant wipes provided on entry into computer laboratories to wipe down 
the keyboard and mouse. 

 Separate bins are to be provided for disposal of tissues, old PPE masks etc. Yellow bin bags are to 
be utilised. 

 
 

2 Social Distancing: 

 At all times, students are to remain 1.5 meters apart. 

 Classrooms are to be demarcated accordingly with tape. 

 Students are not to face each other unless separated by a solid Perspex shield. 

 Demarcation outside classrooms must be adhered to. 

 Student school bags are to be kept on their person. 

 Signage is to be displayed throughout the school. 
 
 

3 Cleaning and Hygiene: 

 Cleaners are to clean throughout the day, possibly during staggered break times. 

 Classrooms are to be cleaned every afternoon when the school day is over. 

 Cleaning checklist to be completed by the cleaner, checked by the Caretaker and filed. 
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STANDARD OPERATING PROCEDURE 
FOR COVID 19 TRAINING 

 
1. Training: 

 
 ALL employees and students are to receive training. 

 Training to be compiled and overseen by Sister Sarah Wessels. 

 Training venues are to meet the exam venue standard operating procedure. 

 Training in certain circumstances will be done online; register to be taken. 

 All persons trained are to sign an attendance register (Available in the appendix of this handbook) 

 Standard Operating Procedures will be available on multiple platforms. 
 
 
 

2. Information covered in the training: 
 

 PPE 

 Cleaning 

 Standard Operating Procedures 

 Isolation Protocol 

 Self-screening 

 Visitors and Contractors 

 Disinfection Measures 

 Social Distancing Protocols 

 Employee Training 

 Health and Wellness 
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STANDARD OPERATING PROCEDURE 
FOR SCREENING POINTS 

(Screening form found within the Appendix of this workbook)  
 
 

1. Identified screening areas: 
 

 Visible signage will be in place guiding students on how to proceed to screening areas. 

 Playschool - main covered area outside the entrance. 

 Pre-Primary - walkway from the parking lot to the South of the Pre-primary. 

 Foundation Phase (G1-G3) - entrance to Bylos Music Centre and Hall. 

 Intermediate Phase (G4-G7) - main reception entrance, at the School of Athens painting. 

 High School – parking on North side of the school, near the Mathematics and Science venues. 

 Main Gate - for periods outside of peak times (7h30 – 8h30 and 14h00 – 15h00) and for entry of 
cars without access stickers. 

 
2. Screening and procedures: 

 
 Printed copies of the screening forms and/or electronic forms and/or an App should be available 

for completion on the morning, prior to the arrival at school. 

 All students and staff will enter the property and screening area wearing a mask. 

 Each screening point will have a minimum of two dedicated persons at separate tables to perform 
screening. 

 After the temperature is measured, with a scanning device, students, Staff and authorised visitors 
are to record the temperature and then submit the form. 

 Temperature registered above 38 degrees is seen as a fever and Sister Sarah will be notified 
immediately. 

 Should a ‘yes’ answer be completed on the screening form, the student or staff member may not 
come to the School. 

 All screening areas with pedestrian access will be demarcated to ensure the 1.5 metres of social 
distancing. 

 Students and staff are to sanitise hands on entry into the buildings and must wipe their shoes on a 
disinfectant surface. 

 Sanitisers must exclude quaternary ammonia based products. 

 
3. Social distancing: 

 
 At all times students are to remain 1.5 metres apart. 
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 Students are not to face each other unless further than 1.5 metres apart or separated with 
screening. 

 Demarcation to be always adhered to. 

 One-way systems on corridors must be complied with. 
 

4. Employee temperature daily checks: 
 

 A standard thermometer will be added into each of the teacher PPE packs. 

 Teachers are to take their temperature readings 3 times during the day (first reading will be done 
at the screening area prior to entering the buildings, second reading to be taken by the teacher at 
first break, third reading to be taken at second break ) 

 Readings are to be recorded by the teacher in the Microsoft Forms provided by the School. 

 Should any of the temperature readings be above 37.5 degrees the teacher is to make contact with 
Sister Sarah immediately. 
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STANDARD OPERATING PROCEDURE 
FOR A “SUSPECTED CASE” - 

ISOLATION AND TREATMENT 
 

1. Designated Isolation Room 

Location - Band room near the main gate 

 Equipped with: 

o Good ventilation 
o Bed with bedding 
o Chair 
o Water jug and glass 
o Infra-red thermometer 
o Blood pressure machine 
o Oxygen 
o Pulse oximeter 
o Vomit bowl 
o Paper towel 
o Tissues 
o Plastic bags with ties for patient’s personal belongings. 
o Personal Protection Equipment for Nurse/Response Team member - KN 95 masks, Hazmac 

coverall, Face shield/goggles, gloves, shoe covers and hand sanitizer. 
o Dedicated biohazardous material disposal box. 
o DOCUMENTATION: 

 Symptom questionnaire 

 Covid-19 testing kit with NICD forms. 

 Referral form 

 Treatment record 
 
 

2. Suspected case (Person presenting with COVID-19 symptoms on the premises) 
 

 Once a suspected case has been identified by the School Nurse/ Covid-19 Pandemic Response 
Team member: 

o Patient will be accompanied to the isolation room maintaining social distancing. 
o Should the employee/student with a suspected infection contact the Nurse/Response Team 

member directly, they must be instructed to go directly to the isolation room by the most direct 
route. 

o If patient is unable to walk, utilize the wheelchair situated in the disabled bathroom adjacent to 
the sickroom. 

o Inform learner’s parents immediately, instruct parents to report to the Isolation room. 
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o Employee - assist with notifying family. 
o Emergencies - call an ambulance, communicate clear details of emergency situation. 

 

 BEFORE entering the room: 

o Hands to be sanitised. 
 

o Patient will be instructed to put on accessible KN95 mask and gloves and asked to sit or lie 
down on the bed. 

 
o Nurse/Response Team member will put on a PPE - KN95 mask, goggles/face shield, Hazmat 

coverall, gloves and over shoes/foot covers. 
 

ONLY THE PATIENT AND THE NURSE / TASK TEAM MEMBER TO ENTER THE ROOM 
 
 

3. Patient Assessment 

 Symptom questionnaire to be completed 
 History of onset of condition noted. 
 Nurse - note all vital signs / Response Team member take temperature 
 Inform 

 

4. Action/Treatment: if patient is short of breath, sit patient upright and administer oxygen. 

 With the consent of the employee patient, Nurse can take swabs for testing as per NICD protocol 
in consultation with a medical practitioner. 

 Parent to consult with medical practitioner regarding testing. 
 
 

5. Transportation: 

 LEARNERS 

o Provide parent with referral sheet and instruct them to call their medical practitioner 
o NOT TO GO TO DOCTOR’S ROOMS 

 

 EMPLOYEES 

o Contact family to collect if they are unable to drive themselves. 
o Public transport not to be used. 
o Direct the ill employee to leave work and go home or to the nearest health centre as advised by 

the local health authority. 
o If SAHETI transports the person in another vehicle, ensure that the infected person always 

keeps the mask on their face and wears a pair of gloves. 
o The driver must wear a mask and gloves whilst making the journey and keep them on for the 

return journey for proper disposal. 
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o Once the vehicle has returned to the site, ensure that it is cleaned, and all surfaces, seats, 
dashboards, door handles seatbelts etc. have been washed down with a disinfectant solution. 
All persons cleaning the vehicle must wear a mask and gloves whilst doing so. 

 

6. Ensure that both the isolation area and suspected learner/employee’s workstation/classroom or 
office is thoroughly cleaned and disinfected, in addition to all other common surfaces recently 
touched by the infected learner/employee. All persons carrying out this cleaning must wear 
disposable gloves, and all support persons’ PPE should be appropriately discarded prior to resuming 
normal work functions. 

 
 
 
 
 

7. Nurse/ Task Team member, in coordination with educators/Human Resources (HR) and 
EH&S, must: 
 Identify persons who may have been in contact with the suspected infected learner/ employee 

 Unless required by the local health authority, the name of the infected learner/employee should 
not be provided. 

 Advise learners/employees that they may have been in contact with a suspected 
learner/employee, to carry out a self-screening check every morning, and based on the results, 
contact the appropriate educator/HR department. 
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STANDARD OPERATING PROCEDURE 
FOR SECURITY - MAIN GATE ACCESS SCREENING 

REQUIREMENTS 
(Please see attached screening form) 

The security personal is responsible for ensuring that each sector entering the school premises are 
compliant to the applicable conditions. 

1. Parents (outside of peak times during drop off), visitors and delivery drivers: 

 Must wear face masks. 

 Must complete screening forms. 

 Must have body temperature recorded with scanners. 

 Must sanitize hands before handling pen and clipboard, and again after completion of the form. 

 
2. DROP OFF ONLY –occupants not leaving vehicle 

 Check that masks are worn only. 

 Ensure occupants stay in vehicle. 

 No screening form or temperature required. 

 
3. Supercare and GreenTurf Staff 

 Must complete screening forms. 

 Must have body temperature recorded with scanners. 

 Must sanitize hands before handling pen and clipboard, and again after completion of the form. 

 Queries to be directed to Employers (contact numbers to be provided) 

 
4. Deliveries/visitors 

 Security to be informed of all expected deliveries and visitors in advance 

o Parcels to be accepted by security 
o Parcels to be sanitized and housed in designated holding area as determined by Mr C 

Sutherland. 
o Parcels to be delivered to appropriate owner by security 
o All movement of parcels to be documented in book managed by Mr C Sutherland. 

 
5. Learners leaving school early 

 Security note to be given to security as per usual 

 Sanitize hands after handling note 

 Masks must be worn. 

 
6. Documentation 
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 Daily all forms and exit notes to be given to Sr Sarah Wessels for record purpose. 

 
7. SCREENING INSTRUCTIONS 

 NO ENTRY if any one of the questionnaire answers are marked “yes 

 TAKE TEMPERATURE – if reading is 38°C or above, ask person to wait outside. After 10 minutes, if 
second reading remains at 38 or more, NO ENTRY. 
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SECTION C - 
ADDITIONAL GUIDELINES 

AND INFORMATION 
 

This section of the handbook provides general recommendations for protocols and systems 
applied to mitigate the risk of Covid-19 at SAHETI. Because there may be circumstances 
unique to a particular section of the school it may be necessary to adapt the 
recommendations to address that facility’s specific requirements. 

Such exceptions must be authorised by senior leadership and will be specifically 
communicated. Additionally, all facilities must comply with all applicable laws, meaning that if 
there is a conflict between the recommendations in this handbook and the applicable law, the 
facility must follow the applicable law. 
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C1 PANDEMIC RESPONSE TEAM 
 

The Pandemic Response Team (PRT) is a subcommittee of the Health & Safety committee and will 
remain appointed as long as the declaration of a national disaster, published in Government Gazette 
number 43096 of 15 March 2020 remains in force. This sub-committee must include the School Nurse 
and SHE representatives. The team will be managed by Werner Janse Van Rensburg, who will sit on 
the Health & Safety Committee for the remainder of 2020. 

 
 

The Manager has the overall responsibility for the site’s pandemic preparedness & response plan, 
aligned with the COVID-19 policy. The managers role will be to consult with the sub-committee to 
ensure that the Standard Operating Procedures (SOPs) are aligned with the Covid-19 policy and that 
these are communicated and adhered to within the school. The Pandemic Response Team will 
undertake to complete regular reviews of the Covid-19 policy and SOPs while, ensuring that all 
systems are in place to facilitate adherence to these. The committee will be responsible for a full risk 
assessment relating to Covid-19 and will explore measures that need to be taken to mitigate against 
the risks identified. 

 
 

The PRT will prepare the site to manage social distancing logistics regarding arriving and departing 
premises, as well as visitors and contractors. Will further support the Virus Prevention & Protocol 
leader by providing site specific options regarding social distancing within the premises, including 
potential mitigation measures to manage risk of students/ employees required to work < 1.5 meter 
from others. 

 
 

Virus Prevention & Protocols Lead - Works to develop protocols to ensure the wellness of all students 
/ employees, and the overall pandemic preparedness and response plan, ensuring alignment with 
Global EHS and the SAHETI Covid-19 Task Team of the Board. 

 
 

Sanitization & Disinfection Lead - Works to manage daily and periodic disinfection logistics, including 
routine and deep cleaning, disinfection processes, in accordance with the protocols set up by the PRT 
Manager. Drives process continual improvement and ensures 100% compliance of the Schools’ 
disinfection protocol, and any approved site variations. 

 
 

Communication & Training Lead - Works to manage all pandemic related communications, in 
accordance with the PRT and HR. Manages the training function across the site related to pandemic 
preparedness and response, including both employee, management and pandemic response team 
training, in accord with COVID-19 Policy and Guidelines directive. 
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Employee Access 
Control Lead 
- A Machaka 

PPE & Materials 
Lead 

- C Sutherland Covid 19 
Pandemic 

Response Team 
Manager 

Werner Janse van 
Rensburg 

Virus Protection 
& Protocols Lead 

- S Wessels 

Communications 
and Training Lead 

- S Wessels & A 
Botha 

Sanitation & 
Disinfection Lead 
- T Bathobakae 

PPE Lead and Preventative Materials - Works to secure all necessary supplies to implement and 
sustain the site pandemic preparedness & response plan, including direct procurement by the school. 
Responsible for reporting on the product specifications and sourcing best prices. 

 
 

 

 
 
 

The PRT should meet daily once established   
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C2 Preventative Material Inventory 
(C Sutherland) 

 
DISINFECTANT SUPPLIES: 

 
 Confirm operation has an adequate supply of soap, disinfection spray, hand gel and paper towels. 

 School should keep a minimum quantity of 30-days’ supply of disinfectants and the Leader must 
monitor the dilutions and products used by any external provider such as Supercare. 

 All disinfectants must be quaternary Ammonia FREE. Compliance to this is the task of the PPE and 
Materials Lead - C Sutherland. 

 No student may be “fogged” or sprayed in a tunnel system. 
 
 

PPE: 
 

 Leader to confirm stock of PPE on-site and on-order with proper lead time. 

 School should keep an adequate supply of spare PPE. 

 Each student and Staff member will be supplied with two certified masks and a safety visor. 
Orders and availability to be phased according to the return dates scheduled. 

 Employees, screeners, and cleaning crew are required to wear relevant PPE. 

 Students and teachers are expected to arrive with masks and only utilize the face screens inside 
the teaching spaces. 

 The following additional PPE will be required for specialized interventions and general screening 
and sanitization. 

 

ITEM SPECS 

Mask (surgical) Disposable surgical masks (1-day) 

Nitrile gloves Touchflex / Surgical Nitrile Gloves 

Infrared thermometer Medical infrared thermometer/ Measures ranges 32°C to 42.5°C 

Disinfectant spray 10% bleach (sodium hypochlorite) solution made fresh daily, or a hospital-grade 
disinfectant. 

Spray bottles 1-liter plastic spray containers 

Sanitization stand Hand sanitizer dispenser - foot operated for main access points. 

Hand sanitizer (refills) Sanitizer with Alcohol 70% / Local Brand “Sanitizer” 
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Hand soap Hand soap / Local brand “Serviquim” 

Paper towels Paper Towel “Tork” 

Bio-hazard waste (Box 
with red bag) 

Bags that can be sealed and tagged as contaminated material (Please see ‘refuse’ 
section of the COVID-19 Policy and Guidelines Directive) 



27 
 

C3 Personal Protective Equipment (PPE) 
(C Sutherland) 

ABOUT: 

Protection of the School’s students and workforce is afforded via the protective triad of: 

 Personal hygiene 

 Social distancing 

 Frequent disinfection of common surfaces 
 
 

MASKS, SHIELDS & GLOVES 
 

Students and Staff will be issued with at least two mask and one visor shield. The rule will be that 
while one is on the move the mask MUST be worn. While teaching and learning in a venue, the visor 
may replace the mask if preferred. Our top priority is always protecting people. Based on CDC 
findings, the School does not recommend that our employees or students wear gloves. Regular 
sanitization of hands are required. In handling of paper to be distributed to another, a person must 
sanitize hands before and after distribution. 

 
 

Note: Gloves put individuals at higher risk of exposure and are not recommended for general 
protective use for the following reasons: 

 The COVID-19 virus does not harm your hands, so gloves provide no protection, and touching your 
face with contaminated hands, whether gloved or not, poses a significant risk of infection. 

 Gloves often create a false sense of security for the individuals wearing them; people are more 
likely to touch contaminated surfaces because they feel they are protected from the virus because 
of the gloves when in reality, they are not. 

 When wearing gloves, people are less inclined to wash their hands; this is counterproductive and 
puts others at higher risk; we want people to wash their hands because it is the number-one 
defense against any virus. 

 Proper removal of gloves takes training; if contaminated gloves are not removed properly, our 
students/employees are exposed to greater risk. 

 The use of gloves will only be allowed only if the person wearing them is a medical professional, 
or in the act of cleaning and auxiliary staff duties, or part of the Covid-19 Response team when 
acting according to a trained response. 
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C4 Disinfection Measures 
(T Bathobakae) 

 
The goal is to establish a sanitary baseline before the School is to reopen. No fogging is required at the 
initial opening of the school as the buildings have been dormant for a period. Unused sections of the 
school are a 100% disinfected at this point. 

 
 

When a pupil is identified as Covid-19 positive, that section of the school affected by the student’s 
movement will be sanitized by fogging with permissible chemicals. 

 
 

PROVIDERS OR EMPLOYEES SHOULD SANITIZE AND DISINFECT ALL AREAS OF THE SCHOOL WITH 
SPECIAL ATTENTION TO: 

 Classrooms 

 Toys 

 Screens on learners’ desks 

 Restrooms 

 Tuckshop (Only to be opened for deliveries in Term 3 to specific locations per class) 

 Lockers 

 Common surface areas 

 Computer screens and keyboards 
 
 
 

TIGHT CONTROLS WILL BE IN PLACE ON WHO ENTERS AND EXITS THE SCHOOL DURING THE CLEANING 
SHUTDOWN: 

 Security 

 Sanitization vendors 

 PRT team members, as needed 
 
 
 

GENERAL DISINFECTION MEASURES: 

 Checklist should be implemented in facilities to reduce the risk of spread of infection. 

 The cleaning steps outlined should be taken routinely, based on frequency mentioned to disinfect 
surfaces, chairs, tables, etc. and protect students/employees. 

 Along with these disinfection activities, proper personal sanitary practices including washing hands 
after bathroom use are also necessary. 
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DISINFECTION FREQUENCY 
 
 

Area/Place Disinfection Content Disinfectant Disinfection Method Frequency 

Common surfaces Including control buttons, 
tools, and other common 
surfaces 

 Spray with handheld 
sprayer or wipe 

Minimum at the end of 
each day or rotation of 
students. 

Offices, desk, and 
conference rooms 

Table and chair surface  Spray with handheld 
sprayer or wipe 

Minimum at the end of 
each shift or rotation of 
students. 

Classrooms Wipe areas of common 
teacher / student 
interface 

 Spray with sprayer At least once 
respectively in the 
morning and afternoon 
or on rotation of 
students. 

Moveable trays or 
containers 

 
 
 
General objects 
often used or 
touched 

Handles and other 
commonly touched areas 
 
 
 
Doors and windows, 
handles, faucets, sinks, 
and bathrooms 

 
 
 
Hospital grade 
disinfectant or fresh 10% 
chlorine bleach solution 
(sodium hypochlorite 
solution), as appropriate 

Spray with sprayer 
 
 
 
 
Spray with handheld 
sprayer or wipe 

Based on use; once per 
shift if contacted by one 
person only; otherwise, 
between users 

At least four times per 
day 

Vending machines 
and printers 

Interface surfaces (pay, 
selection and vending 
surfaces) 

 
Spray with sprayer Between use by user 

Kitchens Wipe areas of common 
human interaction 

 Spray with sprayer After each use 

Multi-user safety 
vest and other PPE 

All surfaces  Spray with sprayer Between use 

Transport vehicles Common surfaces (e.g. 
seat surfaces rails, belts, 
door and window 
controls) 

 
Spray with sprayer After each use 
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C5 Deep-Cleaning and Disinfection Protocol 
(W Janse van Rensburg) 

ABOUT: 
The General Disinfection Measures Protocol should be followed regularly, whereas the Deep-Cleaning 
and Disinfection Protocol is triggered when an active student or employee is identified as positive for 
COVID-19 by testing. 

 
CORONA VIRUS COVID-19 - DEEP CLEANING AND DISINFECTION BY 
FOGGING 
COVID-19 “deep-cleaning” is triggered when an active student or Staff member is identified as being 
COVID-19 positive by testing. Other sections of the school may opt to have a deep cleaning 
performed for presumed cases, at the recommendation of the Covid-19 Pandemic Response Team. 

Deep cleaning should be performed as soon after the confirmation of a positive test as practical. If a 
delay is proposed of greater than a day, the school is to gain consensus from both the Covid 19 
Pandemic Response Committee and SHE Representatives and take steps to perform an additional 
disinfection of potentially impacted common surfaces during the interim period. 

While the scope of deep cleaning is presumed to be the full premises, some selected sites may reduce 
the footprint to be deep cleaned if there is sufficient rationale to do so, and consensus is gained from 
the Pandemic Response Committee. 

Notwithstanding the above, if an active student/employee is confirmed to have a COVID-19 positive 
test, sites may in lieu of performing deep cleaning shut down the School for a period of at least 72 
hours to allow for natural deactivation of the virus, followed by site personnel performing a 
comprehensive disinfection of all common surfaces. 

 
1. Supercare should carry out the deep cleaning activity, with the minimum requirements 

of: 
 Trained personnel to execute the process of cleaning, disinfection and disposal of hazardous waste 
 Proper equipment and PPE to perform the task 
 All necessary procedures and local authorizations or permits to perform disinfection services and 

manage any wastes generated. 
 Use of approved COVID-19 disinfectant chemicals to perform this activity 

 
2. Personal Protective equipment (PPE) requirements for the deep cleaning team: 

The use of PPE is to be determined by the cleaning contractor, based on the chemicals used to 
conduct the disinfecting process, including proper wearing, storage, cleaning, decontamination 
and disposal of PPE as biohazard waste. 

 
3. Disposal 

At the end of the process the cleaning contractor must follow the local regulations to dispose all the 
PPE and cleaning material used in the proper manner. 
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C6 Deliveries (A Machaka) 
The World Health Organization advises it is safe to receive packages from areas where COVID-19 has been 
reported, stating that: 

“The likelihood of an infected person contaminating commercial goods is low, and the risk of catching the 
virus that causes COVID-19 from a package that has been moved, traveled, and exposed to different 
conditions and temperature is also low.” 

The virus does not survive on surfaces for long and the length of shipment time and other 
environmental factors should inactivate the virus. 

All deliveries at SAHETI will be subject: 

• Personal complying with the Standard Operating Procedures for Screening at the Main 
Gate. 

• Basic health Hygiene when handling the delivery. 

If packaged materials have been in transit and/or storage at the premises for more than 48 hours from last 
human contact, no further action need to be taken. This will be the preferred system - storage in the 
isolation room for a 48 period until collected. 

 
C7 Transportation (A Machaka) 

 
Bus drivers are considered contractors/visitors and must follow the School’s 
Visitors and Contractors Self-Screening Protocol. 

Service provider must disinfect the buses multiple times following the School’s requirements and as 
a minimum disinfect: 

• Right before starting a route to pick up pupils/employees 

• Right after the School’s pupils/employees arrive at School facilities 

• All surfaces, seats, dashboards, door handles, seatbelts, etc, must be washed down with a 
disinfectant solution in advance of transporting employees. 

• Supply of antibacterial gel/hand sanitizer for employees and students to use upon boarding 
the busses. 

• It is the supplier’s responsibility to ensure drivers are in good health. 

• Bus drivers must wear a mask all the time while providing the service. 

• Temperature check of drivers must be done before the start of the route and must be 
documented. 

• The mandatory use of masks is defined by local authorities for public transportation, the use 
of masks is encouraged for vulnerable people or pre-existing health conditions.   
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SECTION D – Appendix 
(Forms) 

FORM FOR EMPLOYEES / VISITORS PRESENTING 
SYMPTOMS AT WORK. 

 
Visitor Employee Contractor 

Name:   Date:  

Job Title:   Worksite:  

Location of Isolation:                                                                                                                                         

Address:    

Symptoms noticed: 

Temperature >38ºC (100.40F) or higher 
Shortness of breath, difficulty breathing 
Cough 
Running nose 
Sneezing 
Muscle Pain 
Tiredness 

Time of fever onset:  Time of isolation:     
 
 

Symptoms and isolation periods will be updated periodically as information becomes available 
following the emergence of a pandemic virus strain.  
  

 

Where referred to:    
 

Notes:    
 
 
 

DETAILS OF REPORTER 

Name:  Job title:    

Telephone Number:      
Coronavirus preparation and arrangements to be made for employees who become ill at school or 
work. 
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COVID-19 POST-SCREENING REFERRAL FORM 
 

As part of our COVID19 screening process we identified the following individual as possibly requiring a test for 
the SARS CoV -2 virus. 

Name:  Date:  Time   
 

The following was found during the process: 
 

SYMPTOM CHECK BOX 
Contact with a person with a known COVID-19 diagnosis  
Raised temperature  
Shortness of breath  
Cough  
Fever/chills  
Myalgia (muscle pain)  
Arthralgia (sore joints)  
Headache  
Sore throat  
Nausea  
Vomiting  
Diarrhoea  
Anosmia (loss of sense of smell)  
Dysgeusia (alteration of the sense of taste)  
Recent travel history  

Please consider arranging a PCR on this individual. 
 

Should a test not be carried out, please supply clearance letter stating that employee/ Student 
may return to work/school 

 
Sr Sarah Wessels 
Professional Nurse 
SANC 12042354 
SAHETI SCHOOL NURSE 
072 135 8434 
011 479 3814 
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FORM FOR SCREENING AT ACCESS POINTS 
 

IMPORTANT - TO BE COMPLETED BY ALL PERSONS ENTERING SAHETI SCHOOL PROPERTY 
Should there be any doubt or uncertainties regarding the questionnaire, please call the school nurse or member of the 
COVID Task Team before entering the premises 

 

DATE: 

TIME: 

NAME: 

CONTACT NO: 

TEMPERATURE READING: 

NAME & SIGNATURE OF SCREENER: 

 

QUESTIONNAIRE - SCREENING CRITERIA 
Please tick appropriate box 

YES NO 
Do you feel feverish or have chills?   

Have you been in contact with a covid-19 positive person?   

Have you recently travelled from another province?   

Do you feel unwell today?   

Do you have any body / muscle / joint pain?   

Do you have a cough?   

Do you have any difficulty in breathing?   

Do you have a sore throat?   

Do you have a headache?   

Have you lost your sense of smell/taste?   

Do you have diarrhoea?   

Are you feeling nauseous?   

Have you been vomiting?   

Do you have a rash?   
 

I do hereby declare and certify that I fully understand the content of this document and have answered the questions truthfully.    
 

 
SIGNATURE: 
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PRODUCT SPECIFICATIONS - MASKS 
3 Layered mask of which one layer is a D15 Filter 



  

 

The filter system for masks that we have created is designed to do exactly that, trapping any 

particle that is 5µm and above. The mask actually entraps many smaller particles as well, but the 

real holdout is 95% effective above 5µm. 

 
As there are no standard specifications for face masks for the general population, Brits Nonwoven 

cooperated with Stellenbosch University to develop an interim minimum requirement that would be 

suit able for COVID-19 mask s to be worn by anyone other than medical personnel. This mask 

specification and test regime was therefore designed for the public. As the main threat is a 

respiratory particle which has a known size distribution, the method of testing agreed upon was ISO 

14644-1. The reasoning for this was that all hospital cleanrooms and theatres are currently tested 

for air quality using this method. This method determines the particle sizes that the filter element 

will entrap, and the particle sizes that will pass through. 

 
 

D15 Filter Element Specification 
 
 
 

 DESCRIPTION METHOD SPECIFICATION TEST RESULTS 

  
Composition 

 
Chemical Analysis 

 
Polypropylene 38 - 42% 

 
Polypropylene 39% 

   
Chemical Analysis 

 
Polyester 48 - 52% 

 
Polyester 50% 

  Chemical Analysis PAA9-11% PAA 11% 

2 Construction Physical Analysis 3-Layer Sandwich 3 Layer-Sandwich 

3 Mass per unit area SANS 79 
 

l00gsm ± 5% 103gsm 

 
4 

 
Breathability 

 
SANS 6163 

 
>4500gsm 

 
5631gsm 

5 Airflow ASTM D737 700 - 800cfm 740cfm 

 
6 

 
Thickness 

 
SANS 85 

 
3,0-4,9mm 

 
3,8mm 

7 Moisture Particle Entrapment ISO 14644-1 0,5µm - ISO 8 level Complies 

  ISO 14644-2   
   1,0µm - ISO 8 level Complies 

  ISO 14644-3 5,0µm - ISO 7 level Complies 
 

Cleaning procedure 
 
 

1. Remove mask from your face carefully - do not touch the mask but remove by the straps only. 
2. Place complete unit in a bowl and pour boiling water over it. Make sure it is fully covered with boiling water. 

3. Wash your hands using hand-washing protocol for COVID-19. 

4. Wash your face using COVID -19 protocols. 

5. Leave complete mask in the hot water for at least 5 minutes. 

6. Rin se the mask under cold running water. 

7. If the mask has dirty marks on it, remove the filter and only then hand-wash the mask gently. 

8. Do not squeeze or hand-wash the filter. The delicate structure maybe damaged. 

9. Leave both filter and mask to air-dry. Once both components are dry, insert filter back into mask 

- it is now ready to wear again. 

10. Once the filter has been sterilised 5 times discard it after sterilising 

and insert a new filter which must also be sterilized before use. 
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TRAINING – ATTENDANCE FORM 
PROGRAMME NAME:    

 

FACILITATOR FULL NAME:    
 

DATE:  DURATION:    
 

 
N 
O 

 
 
ID NUMBER 

 
 
FIRST NAME 

 
 
SURNAME 

 
 
JOB TITLE 

 
SERVICE 
PROVIDER 

 
MASK 
SUPPLIED 

HAND 
SANITIZ 
ER 
PROVIDE 
D 

 
 
SIGNATURE 

 

1         

2         

3         

4         

5         

6         

7         

8         

9         

10         

11         

12         

13         

14         

15         

 

By completing and signing this form, I acknowledge that I have received the said training and understand the 
requirements illustrated therein. 
FACILITATOR COMMENTS: FACILITATOR DECLARATION: As 

facilitator I hereby declare that I 
authenticated the identity of the staff 
attending the training 

 
 
FACILITATOR SIGNATURE: 
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SAHETI’s COMPLIANCE LETTER from Health & Social 
Development Department 
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