2020
COVID-19 Disaster Management Plan

Coronavirus Safety Management Program

Contents
1
2
3

COVID 19 Safety File
COVID 19 Prevention Policy.
Background
3.1
What is the COVID-19
3.2
How does the COVID-19 Spread.
3.3
Most exposed.
4 South Africa precautionary measures.
5 Management Process
6 IDENTIFY RISK (HIRA)
6.1
Exposure points within KUHN & REINHARDT (RISK)
6.2
Preventative measured adopted. (CONTROLS)
6.3
Hazard Identification and Risk Assessment (HIRA)
7 IMPLEMENT:
7.1
Phased return of employees
7.2
Restricted access
7.3
Hygiene station:
7.4
Medical survey.
7.5
Clean and sanitise
7.6
Social distancing
8 COMMUNICATION:
9 MANAGE
9.1
COVID-19 Management committee member.
9.2
COVID 19 compliance employee
10
REPORTING:
11
Results of noncompliance:
12
Annexure 1 Travel permit:
13
Annexure 2 Compliance employee:
14
Annexure 3: Management Committee Member:
15
Annexure 4: Structured phasing plan
16
Annexure 5 Induction Training
17
Annexure 7: PPE Issue register:
18
Annexure 6 Employee Health Survey Form
19
Annexure 5 Church Members Health Survey Form
20
Annexure 6: Poster / Communication

________________________________
Management

www.ftssafety.co.za
T: 031 569 1555
C: 083 784 9284

.

_________________
Date

1 COVID 19 Safety File
To ensure compliance and traceability it is best practice to file all documents

Content
1. COVID 19 Management system (Current Document)
2. Certificate for essential services.
3. COVID 19 Risk Assessment. (Sec 6 of current
document)

4. Legal appointment (Annexure 2 and 3)
a. COVID 19 Management Committee member
b. COVID 19 Compliance person

5. Phased back to work program (Annexure 4)
a. Employee register
b.Phased back program
6. Induction Training for employees (Annexure 5)
7. PPE Issue Register ( Annexure 6)
8. Daily Employee Health survey forms (Annexure 7)
9. Public Health survey forms (Annexure 8)
10.

Clean and disinfecting program (Annexure 9)

11.

Posters and communications (Annexure 10)
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2 COVID 19 Prevention Policy.
The Church recognise each employee’s and church members right to a healthy environment. We also
acknowledge that The Church have a role to combat the COVID19 within South Africa.
As such, the management team of The Church is responsible for the Safety, Health and Environmental and
strives to be compliant with all controls as identified by Department of Labour and Department of Health.
In our aim to provide a health environment and combat COVID 19: We as the The Church management will:


Identify all risks and hazards attached to COVID 19 in all task related to The Church through
 Formal risk assessment process.
 Ongoing risk Identification
 Empowering all employees on identifying and reporting all risk.



Appointing COVID 19 compliance person to
 Ensure compliance with relevant legislation.
 Manage relevant tasked as identify in our COVID 19 Management Plan.



Appoint Management on a COVID 19 committee:
 Ensure compliance with government legislation.
 Ensure that control measures are effective.
 Meet weekly to record effectiveness of controls.



Monitoring the Health of all The Church employees by
 Completing of health survey form
 Measuring employees temp before and after each working day.
 Enforcing the wear of face masks at all time.
 Enforcing sanitising of hands and working environment through the day.



Ensuring a health environment for all church members by.
o Ensuring all entering area health by completing a health survey form and taking their
temperature.
o Provide sanitizer to all entering premises.
o Clean and disinfect all area before and after church service.
o Use any resources that is reasonable to ensure that environment and equipment are clean and
disinfected.

___________________________Church Management.
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The Church places the health and safety of every employee and church member as a first priority. We have a
responsibility to comply with the government Disaster Safety Management Program but as a church have a special
duty to educate and empower all employees and church members.

3 Background
3.1 What is the COVID-19 1
COVID-19 is the disease caused by the new coronavirus that emerged in China in December 2019. COVID-19
symptoms include cough, fever and shortness of breath. COVID-19 can be severe, and some cases have caused
death. The new coronavirus can be spread from person to person. It is diagnosed with a laboratory test. There is no
coronavirus vaccine yet. Prevention involves frequent hand-washing, coughing into the bend of your elbow and
staying home when you are sick.

3.2 How does the COVID-19 Spread.2
3.2.1 Person-to-person spread
The virus is thought to spread mainly from person-to-person.
●
●

Between people who are in close contact with one another (within about 1.5 meters).
Through respiratory droplets produced when an infected person coughs or sneezes.

These droplets can land in the mouths or noses of people who are nearby or possibly be inhaled into the lungs.
Can someone spread the virus without being sick?
● People are thought to be most contagious when they are most symptomatic (the sickest).
● Some spread might be possible before people show symptoms; there have been reports of this occurring
with this new coronavirus, but this is not thought to be the main way the virus spreads.

3.2.2 Surface to person spread
Spread from contact with contaminated surfaces or objects
It may be possible that a person can get COVID-19 by touching a surface or object that has the virus on it
and then touching their own mouth, nose, or possibly their eyes, but this is not thought to be the main way
the virus spreads. Studies have shown that the Coronavirus can last anything from 24 to 72 hours,
depending on the surfaces 3. This increases the exposure time of the corona virus and will have a huge
impact on all retail and warehouse business that receive and deliver parcels.

3.2.3 How easily the virus spreads
How easily a virus spreads from person-to-person can vary. Some viruses are highly contagious (spread
easily), like measles, while other viruses do not spread as easily. Another factor is whether the spread is
sustained, spreading continually without stopping.
The virus that causes COVID-19 seems to be spreading easily and sustainably in the community
(“community spread”) in some affected geographic areas.
Community spread means people have been infected with the virus in an area, including some who are not
sure how or where they became infected.

3.3 Most exposed.
Early information out of China, where COVID-19 first started, shows that some people are at higher risk of getting
very sick from this illness. This includes:
● Older adults
o Age greater than 60 years
● People who have serious chronic medical conditions like:
o Heart disease
o Diabetes
o Lung disease
o HIV diagnosed employees who are virally unsuppressed
1

https://www.hopkinsmedicine.org/health/conditions-and-diseases/coronavirus
https://www.cdc.gov/coronavirus/2019-ncov/prepare/transmission.html
3
https://www.npr.org/2020/03/13/815307842/research-coronavirus-can-live-for-a-long-time-in-air-on-surfaces
2
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o

Pregnant workers

4 South Africa precautionary measures. 4
Time line of South Africa precautionary measure
15 March 2020
JOHANNESBURG – President Cyril Ramaphosa has on Sunday 15th March 2020 announced precautions government
has taken against the spread of the coronavirus.
23 March 2020
South Africa’s leader on Monday the 23 March 2020 ordered a 21-day country-wide lockdown as the country
confronted a rising surge in coronavirus cases -- a number that was the most of any other African nation.
"From midnight on Thursday, March 26 until midnight on Thursday, April 16, all South Africans will have to stay at
home," President Cyril Ramaphosa said late on Monday in a televised address to the nation. 5
9 April 2020
President Cyril Ramaphosa: Extension of Coronavirus COVID-19 lockdown to the end of April6
1April 2020
President Cyril Ramaphosa: has announced a 5 level process to ensure gradual and safe process for going out of
lockdown. From 1 May 2020 alert level 4 will be in effect. 7
Dr Nkosazana Dlamini Zuma have published on the 29 April 2020 in the Government Gazette new requirements and
legislation as part of the Disaster Management Act
24 May 2020
In a media briefing on Sunday evening (24 May), Ramaphosa said that this will include the reopening of all districts
as well as key areas of the economy.
He added that the government will take a ‘differentiated approach’ to hotspots which have cases of more than five
active cases per 100,000 members of the population.8
Changes announced by Ramaphosa include:
 The current curfew from 20h00 – 05h00 will no longer apply;
 People will be able to exercise at any time during the day in level 3 – provided it is not done in groups;
 Alcohol may be sold for home consumption.
 The prohibition on smoking products, including cigarettes, will continue;
 Limited domestic travel will be allowed;
 All staff above 60 and others which have comorbidities should stay at home;
 Staff that can work from home should be allowed to do so;
 Classes for grades 7 and 12 learners will resume from 1 June. Parents will not be forced to send their
children to school if they feel uncomfortable.
 Gatherings of no more than 50 people allowed. That include church gathering.

4

https://ewn.co.za/2020/03/15/summary-ramphosa-s-full-list-of-coronavirus-precautions

5

https://www.aljazeera.com/news/2020/03/south-africans-brace-21-day-lockdown-virus-cases-rise200324073801136.html
6
https://www.gov.za/speeches/president-cyril-ramaphosa-extension-coronavirus-covid-19-lockdown-end-april-9apr-2020-0000
7
https://www.gov.za/Coronavirus
8
https://businesstech.co.za/news/government/401115/all-of-south-africa-moving-to-level-3-lockdown-from-1june-here-are-all-the-changes/
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5 Management Process
The Church acknowledge returning to work does place its employees at risk and therefore will follow all
precautionary measures to ensure the safety of all in its workplace. Management will follow the following
precautionary procedure and measures to minimize the risk of COVID 19 in the workplace.

IDENTIFY
RISK
(HIRA)

CONTROL
IMPLEMENT

COMMUNICATE

MANAGE

REPORT

Identify exposure
points in each
department

Identify preventative
measure effective for
company.

Match adopted
preventative measure
per exposure point.

Issue face masks and
appropriate PPE

Safety station / Area
monitoring access

Survey form to record
access, communicate
controls and record

Document
preventatives
measure.

Communicate
Preventative measure
to employees

Demarcate 1.5 m
social distance

Clean work area
regularly

Demarcation of high
risk Areas

Filing of all employee
and visitors screening
documents

Reporting high risk
employees and visitors
to management

Restrict of access and
screening
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Reporting high risk
employees and visitors
to government

6 IDENTIFY RISK (HIRA)
6.1 Exposure points within KUHN & REINHARDT (RISK)
In considering how the Coronavirus spreads we at The Church have identified the following exposure points that
must be managed to minimize and eliminate all risk to exposure.





Traveling to and from church.
Gathering in church
Kitchen.
Toilets and restrooms

To control all exposure to the coronavirus we at The Church will be in compliance with:





Occupational Health and Safety act
Hazardous Biological Agent Regulation.

Disaster Management Plan

All control measures will be line with suggested controls as set out by the World Health Organization and
Department of Health.

6.2 Preventative measured adopted. (CONTROLS)
All effective possible method, as reasonable practical to prevent exposure and spreading of the coronavirus will be
considered and implemented. The following controls have been identified as being effective by the World Health
Organisation and Department of Health.
no
1
2

Control
Closed for duration of quarantine.
Phased return of employees

3

Washing hands regularly with
water and soap.
Keeping a distance of 1.5 meters
from other people.
Wearing of face masks.

4
5
6
7
8
9
10
11

1.
2.
3.

Sterilise hands by use of hand
sanitizer.
Sterilise working environment with
mobile steriliser sprayers.
Steriliser tunnel.
Sterilise work surfaces by use
disinfectant (Min 60% alcohol base)
Use of Shield, Face shield of fixed.
Screening of people by use of a
Non-Contact Thermometer Body
Temperature.

PRO
Minimise contact with virus
Minimise amount of employees in
the workplace.
Minimise virus on hands. Cheap and
easily accessible and highly effective
Eliminate contact with possible virus

Effectiveness.
Most Effective

Minimise the spread of the virus if
infected.
Minimise virus on hands.
Minimise virus within the premises
that could have entered.
Minimise virus all people entering
work area.
Minimise virus on surfaces
Eliminate direct access of bodily fluid
between people.
Possible identifying exposed people

Least Effective.

 Additional controls as introduced in Government Gazette, 29 APRIL 2020
All employees to have travel permit to ensure that they are essential workers. FORM to be accessible on all
employees. See Annexure 1
Management be appointed as Management Committee member person to manage the Corona Management
Plan See Annexure 3
Supervisor to be appointed as compliance person to manage the Corona Management Plan See Annexure 2
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6.3 Hazard Identification and Risk Assessment (HIRA)
No
1

Department
and activities.
Traveling to
and from
church

Exposure (Hazards)

Risk

● Contact with people

Possible
illness and
death.

Risk
Rating
VERY
HIGH

Controls
Private travel
1. Educate all congregation members on safe traveling.
2. All people traveling must wear face mask at all time.
3. A vehicle licensed to carry up to 4 passengers is limited to carrying 50% of their permissible
passenger-carrying capacity.
Traveling in public transport:
4. Employees traveling on public transport must ensure that they wearing their facemask at all
time.
5. Do not get into an overcrowded transport.
5.1. A minibus licensed to carry 10 passengers, is limited to carry a maximum of 7
passengers;
5.2. A minibus licensed to carry 15 passengers, is limited to carry the maximum of 10
passengers;
5.3. A minibus permitted to carry a maximum of 22 passengers, is limited to carry a
maximum of 15 passengers.
COMMUNICATION:
Traveling Poster to be communicated and displayed.

2

Phased return
of employees
to work

● Contact with employees
● Contact with
contaminated surfaces.

Possible
illness and
death.

VERY
HIGH

1.
2.
3.
4.
5.
6.






All returning employees to be screened at the screening station.
Maintain a distance of 1.5 meters at all time from colleagues
Cleaning of all work surfaces by use of disinfectant twice a day.
All employees to wear facemasks.
Sanitize hands by use of sanitizer liquid before, during and at the end of the day.
All employees to undergo compulsory sanitizer hand wash every hour that will be regulated
by an alarm.
COMMUNICATION:
COVID 19 Information poster
Social distance poster
Hygiene posters
Face mask Posters.

3

Gathering in
church

● Contact with clients
● Contact with paperwork.
● Contact with stock.

Possible
illness and
death.

VERY
HIGH

1.

2.

3.

4.

5.

6.
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All to enter through HYGIENE STATION.
1.1. Hygiene survey from to be completed by all
1.2. Temperature to be taken by appointed compliance person and recorded on survey form.
1.3. No more than 50 people allowed in building
1.4. No person allowed that is older than 60 years.
All to adhere to social distance GREEN DOT RULE. Place Green dot on floor or seats at:
2.1. Benches in church. (Barricading take can be used to assist with social distancing)
2.2. Toilet area
2.3. Kitchen
2.4. Office
All to adhere to minimum compliance:
3.1. Face mask
3.2. Social distance
3.3. Personal hygiene. Wash Hands regularly.
3.4. Sanitize hands before and after church service.
Clean and disinfect church before and after each service.
4.1. All benches and seats.
4.2. Door handles.
4.3. Service tops.
4.4. Toilet area.
High Risk area where possible crowding can happen must be demarcated and calculated
maximum number of people allowed must be displayed.
5.1. Church Building (50 people including pastor, musicians and other staff)
5.2. Toilets.
5.3. Kitchen
5.4. Office area
Restrict access to certain areas in the interest on hygiene.
6.1. Back office.
6.2. Kitchen
6.3. Baby room.
COMMUNICATION:
High risk Area
COVID 19 Information poster
Social distance poster
Hygiene posters
Face mask Posters.

4

5

Kitchen

Toilets and
restrooms

● Contact with people
● Contact with
contaminated surfaces.

● Contact with employees

Possible
illness and
death.

Possible
illness and
death.

Training register to be filed as proof of communication to all employees.
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HIGH

HIGH

1.
2.
3.
4.

Limited people to be allowed in the kitchen.
Notice to be displayed at entrance indicating amount of employees allowed.
Kitchen to be cleaned and disinfected not exceeding 4 hours
All employees to maintain social distancing and follow GREEN DOT RULE.







COMMUNICATION:
High risk Area. Number of employees allowed.
COVID 19 Information poster
Social distance poster
Hygiene posters
Face mask Posters.

1.
2.
3.

Limited people allowed in toilets and rest rooms.
Notice to be displayed at entrance indicating amount of people allowed.
toilets and rest rooms. to be cleaned and disinfected not exceeding 4 hours







COMMUNICATION:
High risk Area. Number of employees allowed.
COVID 19 Information poster
Social distance poster
Hygiene posters
Face mask Posters.

Training and Communication:
Date: ________________________
Name
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Compliance Person: ____________________________________________
Signature

Name

Signature

7 IMPLEMENT:
All of management must understand that they are responsible and liable to ensure the health and safety
of each of the employees and all that enter the building. Therefore, it is of the utmost importance that all
management must assist and enforce control at all time.

7.1 Phased return of employees
In minimizing possible infections, The Church will adopt this phased return procedure.


Commencement Date: ____________________



A phased approach will be adopted where employees are to return to work. This approach is
adopted in order to ensure that our statutory endeavors in securing a safe and healthy working
environment are achieved. This phased return shall last as per Government Lockdown
procedure.


In ‘phase 4’
 : No gathering allowed



In ‘phase 3’
 : Maximum of 50 people per gathering



In ‘phase 2’
 : Maximum of ________ people per gathering



In ‘phase 1’
 : Maximum of ________ people per gathering

Employees who are reintroduced to the work at any phase shall abide by all instructions and
recommendations as provided in The Church, as well as instructions of the Government.
Employees who disclosed any underlying medical condition in the submission of their Health survey, shall
be subjected to testing for the COVID19 virus
These employees shall in the interim period, make all necessary attempts to isolate themselves in
awaiting test results.
The table at the bottom of the document, marked Annexure 5, shall be used to guide the reintroduction
of employees within The Church.

7.2 Restricted access
Management must be able to, at any given time, be able to give recall on all employees and church
members in the building and their status of health as best as reasonable practical. Therefore, all possible
entrances, without restricting escape doors with be temporarily closed to ensure one secure entrance to
building.
Communication posters will be placed at doors to redirect all people to one entry.

7.3 Hygiene station:
All employees and church members that enter the premises must be screened to ensure compliance to
DOL and Department of health. This process can only be done at a designated hygiene station. Process to
follow at Hygiene Station is:




Appoint a dedicated personal with knowledge of testing procedure.
All people entering into building must have a facemask. Either their own or be given one.
All employees and church members entering must complete a survey sheet and undersign.
(Record temperature of employee on survey spreadsheet).




Appoint a dedicated personal must measure all entering into building body temperature with
non-contact thermometer.
Hand sanitizer must be accessible to sanitize each person’s hands before entry into building.

Communication Posters will be placed at hygiene station to inform all people about the health
management plan implemented and education on COVID 19.









Hygiene Station information poster
COVID 19 information poster
Rules of entry poster
Wear a face mask and why wear a face mask poster
Social distancing poster
High Risk area poster. (Only 50 allowed)
Green Dot rule poster
General knowledge poster

7.4 Medical survey.
In compliance with Department of Health al will complete a medical survey form before entering the
building. The objective of a medical survey is to:
Medical surveillance will be conducted on



Employees: Annexure 7
Church members. Annexure 8

The reason for medical surveillance is:







Establish who are in the building
Restrict overcrowding of building.
Record temperature reading of all entering building.
Educate all entering regarding:
o What COVID 19 is
o Company hygiene rules
o General health
Be able to give a register of all employees and church members to Department of Health if any
employee or church member is tested positive.

7.5 Clean and sanitise
It is the responsibility of all in the workplace to maintaining a high level of hygiene throughout.







All that enter the premises must sanitise their hands before entering.
Each area must be equipped with hand sanitizer to be used throughout the day.
No equipment and stationary must be shared among people.
All surfaces must be cleaned and sterilize before and after each church service.:
o Benches and seats.
o Working surfaces
o Door handles
o Equipment.
o Toilet area.
o Kitchen area.
All area that have been cleaned and disinfected must be recorded as proof of evidence.
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7.6 Social distancing
A Social distance of 1.5 meters must be adhered to al all time. To assist all employees and church
members the ‘GREEN DOT’ rule has been adopted to assisting all in complying to social distancing of 1, 5
meters.
All areas identified as high risk (Highly populated) must be marked with ‘GREEN DOTS’ 1, 5 meters apart
to promote social distancing. Posters must be placed in these high risk areas to inform all regarding the
green dot rule.





Church benches or seats.
Toilets
Kitchen
Office

8 COMMUNICATION:
The Coronavirus Safety Management Program is only as effective as the effectiveness of training and
educating employees and church members. It is therefore of the utmost importance that each and every
employee must be educated in the seriousness of the epidemic that the world is currently facing.
Training and communication will be managed as follow:





Safety Induction of all employees of the church: (Communication posters can be used and all
employees to sign a training register.)
Informing all church members of hygiene rules in the church. Video on social media is an effective
communication tool that can discuss:
o No person above 60 years allowed.
o Only 50 members allowed in church. (Booking system to be adopted)
o All entering building will have to go through hygiene station and complete health survey
form.
o Do not come if you feel ill but rather get medical help.
o All must be compliant to minimum hygiene rules
 Wear a face mask
 Keep social distancing
 Sanitise hands
POSTERS: Informing and training employees about:
o What COVID 19 is
o Company precautionary measures
o Staining safe

Communication will be placed in strategic places as per areas identified to control possible exposure to
COVID 19.
Annexure 6 Register of POSTERS to communicate COVID 19 Management procedure.
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9 MANAGE
All are responsible to implement the adopted COVID 19 Management Plan and therefore must be
appointed and informed of their Duties and Responsibilities as contemplated in Government Gazette, 29
APRIL 2020. And the adopted COVID 19 management Plan.
All duties are set out in the appointment letter as listed under Annexure 2 and 3

9.1 COVID-19 Management committee member.
All management that are responsible for the setup of the COVID 19 management plan must be appointed
and informed of their Duties and Responsibilities as contemplated in Government Gazette, 29 APRIL
2020. The adopted control measures must therefore be reviewed regularly in a formal meeting and
document for effectiveness and constant improvement.
All duties are set out in the appointment letter as listed under Annexure 3

9.2 COVID 19 compliance employee
Dedicated employees must be appointed to implement the adopted COVID 19 Management Plan and
therefore must be appointed and informed of their Duties and Responsibilities as contemplated in
Government Gazette, 29 APRIL 2020. And the adopted COVID 19 management Plan.

10 REPORTING:
If an employee of the church is suspected to be positive when showing the following symptoms.
Most common symptoms:
 Fever
 Shortness of breath
 Dry cough
 Sore throat
 Fatigue
 Headache
 Coughing up slime (producing sputum in
 Muscle or joint ache or pain
the lungs)
 Body chills
When an employee is suspected to be positive for the COVID 19
1. Contact Department of Health at 0800 029 999
2. Employee to go into self-isolation awaiting test results.
3. Appointed compliance person write report for Health Department that will include:
3.1. Company name:
3.2. Company address:
3.3. Company contact number:
3.3.1.Attach company essential service permit:
3.4. Number of employee:
3.5. Organogram of company management.
3.5.1.Attach register of all employees including contact numbers and residential addresses
3.6. Name of employee
3.7. Date of employee surveyed:
3.8. Scope of work of employee.
3.9. Results of the survey:
3.9.1.Attach survey form.
If an employee is tested positive:
4. Contact all employees to be tested.
5. Contact Department of Health.
6. All instruction to be followed as instructed by Department of Heath before church can reopen.
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11 Results of noncompliance:
If any church has found to be non-compliant to the DOL and Department of Health precautionary
measures the following could be the outcome:





Illnesses and possible death of employees
Church closed under instruction of Department of Health for indefinite period.
Criminal charges against Management of church.
Imprisonment of Management of church.
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12 Annexure 1 Travel permit:
FORM 2
PERMIT TO PERFORM AN ESSENTIAL OR PERMITTED SERVICE
Regulation 16(2)(b) and 28(4)


Please note that the person to whom the permit is issues must at all times present a form of
identification 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 residence during Alert Level 4.

I, being the head of the Institution with the below mentioned details:
Surname
Full names
Identity number
Cell nr.

Tel Nr (W)

Tel Nr (H)

E-mail address

Contact details
Physical Address
of Institution

Hereby certify that the below mentioned official/employee is performing services in my institution
Surname
Full names
Identity number
Place of
residence of
employee

Signed at ________________ _______ on this the ________ of _______________ 2020

__________________________
Signature of Head of Institution

Official stamp of Institution
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13 Annexure 2 Compliance employee:
Appointed COVID 19 Compliance employee
Assignment of Duties and Responsibilities as contemplated in Government Gazette, 29 APRIL 2020

COVID 19 Compliance employee
I, ___________________________as the CEO, OHS sec 16.1 of ________________________hereby appoint you,
______________________________________
as COVID 19 Compliance employee on _____________________________ (site)
You shall ensure that you meet all the requirements in terms of the Government Gazette, 29 APRIL 2020 and
COVID 19 management plan of the company.
Regulation 5.4(e)
(e) assign, writing , an employee or any other suitable person, as the compliance employee who must ensure –

o
o

Compliance with the measures provided for in (a) to (d): and
That all directions in respect of hygienic conditions and limitations of exposure to persons with COVID 19
are adhere to

Your duties will include, but are not limited to:
 Ensure that all employees have the travel permit as required.
 Ensure that all employees are in possession of a facemask and have been trained and educated in the correct use of
the face mask.
 Ensure that all employees have been inducted and trained regarding the COVID 19 management plan.
 Report back on any deviation on COVID 19 management plan.

This appointment is valid from ______________________ (date)

_________________________________
OHS sec16.2

_______________
Date

Acceptance of Appointment
I, _____________________________ understand the responsibilities of the appointment as detailed above
and confirm that I accept the duties as assigned to me in terms of Government Gazette, 29 APRIL 2020 and undertake
to perform all the functions required of me in this regard to the best of my ability.

_____________________________________
Signature
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___________________
Date

14 Annexure 3: Management Committee Member:
Appointed COVID-19 Management committee member.
Assignment of Duties and Responsibilities as contemplated in Government Gazette, 29 APRIL 2020
I, ___________________________as the CEO, OHS sec16.1 of ________________________hereby appoint you,
______________________________________
as COVID 19 Management Committee member on _____________________________ (site)

You have been selected to serve as a management member of the COVID-19 committee
Your duties will be as follows:
To attend the weekly COVID-19 committee meetings.
To report any deviations of the OHS / virus to the committee
To support any COVID-19 efforts made by the committee

COVID-19 Legislation states
A COVID-19 committee shall consist of such number of members as the employer may from time to
time determine.
The number of persons nominated by an employer on and COVID-19 committee will be
established by the Organization.
The persons nominated by an employer on a COVID-19 committee shall be designated in writing
by the employer for such period as may be determined by him, while the COVID-19
representatives shall be members of the committee for the period of their designation.
The COVID-19 Member must be familiar with the adopted COVID-19 disaster management plan,
what protocols, documentation, and procedures to trigger and execute in order to minimize the
further spread as well as identify risk to the organization.
It is the members responsibility to stay updated with the WHO COVID-19 Stats and changes in
operational fields
The member must know all contact protocol to inform all relative parties i.e. Client, Government and
internal.
The member must be familiar with all the organizational COVID-19 data and policies.
Your appointment will be for a period of the lockdown. Please be assured of my fullest support.

____________________
OHS 16.2 Assignee

______________________
Date

ACCEPTANCE OF DESIGNATION
I hereby accept the designation as set out above and confirm my understanding of the functions involved.

Signature

www.ftssafety.co.za
T: 031 569 1555
C: 083 784 9284

Date

15 Annexure 4: Structured phasing plan
Church Name:

Structured phasing plan
Address:

Number of employees in office:
Date

Name and surname of employee

Phase

4-8 May ‘20

Employee One

1

Yes

Employee Two

1

Yes

Employee Three

2

No

Employee Four

2

No

Employee Five

3

No

Employee Six

3

No

11-15 May ‘20

18-22 May ‘20

www.ftssafety.co.za
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Return to work

16 Annexure 5 Induction Training
Church Name:

______________________________________

Branch

______________________________________

Date:

______________________________________

Trainer:

______________________________________

TOPICS: (Use Communication poster to assist with induction)
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.

No

What is COVID 19
COVID 19 Poilcy
Risk Assessment
Rules of entry to premises
Hygiene Rules
Social Distancing (GREEN DOT rule)
Sanitising
Clean and Disinfect
Washing of hands
Reporting if you feel sick

Name

1
2
3
4
5
6
7
8
9
10
11
12

www.ftssafety.co.za
T: 031 569 1555
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Signature

17 Annexure 6: PPE Issue register:
Date: ______________________________

Compliance person: _____________________

As per Gazette 29 April 2020 all employees by be issued with 2 face masks by the employer and all other relevant PPE identified in the Risk assessment.
Employee name
1
2
3
4
5
6
7
8
9
10

Surname

Face Mask X 2

Signature

18 Annexure 7 Employee Health Survey Form
Church Name:
Temperature taken by

Employee Name
Employee number

Name

Date

Signature

Action
Entry Temp
Temp Check 1
Temp Check 2
Clean 1
Clean 2

Temp reading

Time

The company CEO have designated me as an essential service provider and
I have been supplied with a form contained in Annexure C (Permit to work)
I have access to alcohol-base hand sanitiser
I have been instructed to not share any of my equipment like stationery,
utensils or similar items

Employee

Signature
Employer

YES

NO

YES

NO

YES

NO

YES
YES
YES
YES
YES
YES
YES
YES
YES

NO
NO
NO
NO
NO
NO
NO
NO
NO

Do you have any of the following symptoms










Fever
Dry cough
Fatigue
Coughing up slime (producing sputum in the lungs)
Shortness of breath
Sore throat
Headache
Muscle or joint ache or pain
Body chills

I have been in contact with any person that has been diagnosed with COVID 19
YES

NO

1. I declare that the information provided in this declaration is true and correct.
2. I acknowledge that providing false information may be deemed a criminal offence in terms of the
Disaster Management act, no 57 of 2002.
3. I further declare that I am attending work voluntarily and that my employer has not forced or coerced
me to attend work.

Employee Signature

19 Annexure 8 Church Members Health Survey Form

1
2
3
4
5
6
7
8
9
10

Sore throat

Shortness of breath

Contact number

Coughing up slime

Address

Do you have any of the following symptoms. X = NO

Dry cough

No Name

Time:

Fever

Date:

Temp Reading

Signature

= YES

20 Annexure 9 Clean and Disinfect roster

1
2
3
4
5
6
7
8
9

Reception

Church members

Corridor

Church members

Church hall

Church members

Baby Room

Church members

Kitchen
Toilets
Office 1
Office 2
Office 3

10
www.ftssafety.co.za
T: 031 569 1555
C: 083 784 9284

Church members

Computer

Work surfaces

Light switches

Door handles

People in area

Seating area

No Area

Date:

Walking area

Cleaner name:

Time Cleaned

Signature

21 Annexure 10: Poster / Communication
no
2

3

Communication poster

Name of poster
RESTRICTED ACCESS:
Restrict access to building through one
entrance

Use
All doors leading into
building.

HYGIENE STATION
General info at hygiene station and what
have to be done at hygiene station.

Hygiene Station.

Get Help information

6

RULES FOR ENTRY: B
1. Health survey
2. Measure temp
3. Sanitise
4. Face mask
5. Social distancing
6. No social contact
7. Safe cough
8. Safe cough
9. Get Help




Hygiene Station.
Induction

Informal all regarding the
rules to enter workplace.
NOTE:
No face shield

GENERAL KNOWLEDGE
 What is COVID 19
 What is symptoms
 Why wear face mask
 How to protect yourself

Induction
Hygiene Station.
All departments
Informing all employees of
general information of
COVID 19

Get Help information

GENERAL KNOWLEDGE
 What is COVID 19
 What is symptoms

Induction
Hygiene Station.
All departments
Informing all employees of
general information of
COVID 19

GENERAL KNOWLEDGE
 What is COVID 19

Induction
Hygiene Station.
All departments
Informing all employees of
general information of
COVID 19

7

HIGH RISK AREA
Maximum number of persons allowed in
area
1. Face mask
2. Social distancing
3. Green Dot rule

Get Help information

www.ftssafety.co.za
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Hygiene Station.
Induction

Warning all regarding high
risk areas and maximum
number of people allowed
in a area like kitchen and
canteen to maintain social
distancing.

8

Social distance: GREEN DOT RULE
Safe zones:
 Stand here
 Site here

All departments.
Hygiene Station.
Assist people to maintain
social distancing rule by
displaying rule and placing
Green Dots on floor.

Get Help information

9

PROTECT YOURSELF
1. Wash your hands
2. Sanitise
3. Clan and disinfect.
4. Social distancing
5. Face mask
6. No social contact
7. Safe cough
8. Do not touch face.
9. Report symptoms

Induction
Hygiene Station.
Informing all employees
how to protect themselves
at work and at home

Get Help information
10
11

WASHING HANDS
 When to wash hands
 9 steps of washing hands.

Induction
Hygiene Station.
Toilets
Kitchen
Canteen
Enforcing hand wash rule.

12

CLEAN and SANITISE
Informing all that the environment has
been cleaned and disinfected for their
health
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Induction
Hygiene Station.
Toilets
Kitchen
Canteen

13

FACE MASK
Showing the correct way of fitting a face
mask.

Induction
All departments
Enforcing all to wear face
mask.

Get Help information

14

WHY WEAR FACE MASK.
Show effectiveness of waring face mask.
Bringing risk down from 70% to 1,5%

Induction
All departments
Enforcing all to wear face
mask.

Get Help information

15

SOCIAL DISTANCE
Avoid Social Contact
Maintain Social Distance

Get Help information
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Induction
Hygiene Station.
Enforcing rule of social
distancing.

