
#UnityinAction

www.solidarityfund.co.za

Getting business 
back on track for 
business leaders 
The COVID-19 pandemic has changed the world of work. Even though businesses are re-opening and colleagues are getting 
together, many people will be wondering just how safe their workplace will be. 

The responsibility of ensuring that people are happy, secure and can confidently take their places at work will mean that 
business leaders will have to think about many things. 

The most important are:

Minimising  COVID-19 risks. Complying with 
regulations and 
preparing for possible 
COVID-19 audits by the 
Department of Labour.

Having the correct 
policies and 
procedures in place.

Keeping staff educated 
and informed about 
the virus and what is 
being done to make 
the workplace safe.



Partitions to separate 
workers in areas where 
social distance spacing is 
impossible.

Procedures for 
screening employees 
and visitors.

A business toolkit is a great starting point:

Processes for dealing with 
possible and confirmed 
COVID-19 cases at work.

An outline of what 
monitoring systems 
are in place.

Developing a business toolkit to guide action in the company makes communicating and building confidence 
in staff simpler. Elements of a good toolkit should include:

A policy guide:
This introduction is intended to let employees know what the company intentions are and what the role of employees will be in 
preventing COVID-19 infections. 

In addition, the policy guide should outline:

The consequences of 
not complying with 
measures.

Information about safe operating procedures:
This provides detail on the measures that the company will be implementing.

A checklist:

Workstations are to 
be at least 1.5 metres 
apart.

Workers should not face 
each other (where this is 
possible).

Ensuring that there is social 
distancing in boardroams and 
break rooms, as well as sanitiser 
in high touch areas.

This helps people tasked with auditing facilities to find the gaps in precautions and then ensure that these shortfalls are fixed. 
Typical items to be checked should include:



Risk assessment guidelines:
This helps people tasked with auditing facilities to find the gaps in precautions and then ensure that these shortfalls are fixed. 
Typical items to be checked should include:

Post warning signs 
about COVID-19 risks 
in these areas. These 
signs should say why 
they hold potential 
dangers.

Information signs located 
near the warnings should 
advise what precautions 
are required at these sites 
and outline penalties for 
not obeying.

Supplies of mask, gloves, 
sanitisers and other required 
PPE materials should be 
placed near signs to ensure 
that steps to comply can 
immediately be taken.

Visitor information documentation:
Documentation of visitors is essential. In the event of an infection occurring, the visitors can be tracked and warned to take 
precautions against the virus.

An awareness training presentation:

Many mining and industrial 
companies in South Africa insist 
that all visitors watch a safety 
induction presentation before 
they are allowed to enter their 
premises.

If a business has suppliers and visitors moving 
through different operational areas, then adopting 
this practice is advisable. It is efficient and ensures 
that all visitors are aware of the precautions a 
company is taking and how visitors are expected to 
comply.



What to consider when re-opening:

Things that need to be considered when you are opening your business include:

Identifying who can 
work from home.

Developing guidelines for 
these employees.

Reduce risk at the office by 
helping older people to 
work from home.

Consider re-opening 
gradually. 

If all employees cannot 
be tested or provided 
with PPE, then gradually 
opening could be safer.

Getting the leadership 
back first sends 
comforting messages to 
employees. 

Sanitise the workplace 
and provide PPE

Have a team that is 
dedicated to cleaning and 
sanitising work areas before 
employees enter these sites.

Continuously clean 
high-touch surfaces like 
doorknobs, lift buttons and 
handrails during the day.

Provide disinfectants and 
sanitisers in shared areas

All employees must share 
responsibility for keeping areas like 
kitchens, cafeterias, bathrooms and 
conference rooms clean. 

All these areas should include hand 
sanitisers and disinfectants for 
employees to use before they 
touch anything.

The appointment of a COVID-19 compliance officer to:

Oversee the 
implementation of 
the safe operating 
procedures.

Oversee the 
adherence to the 
health and safety 
measures established 
in the workplace.

Appoint an employee 
representative to perform 
an oversight role where the 
employer has more than 
one site of operation.

Address the concerns 
of employee  
representatives and 
ensure that they are 
always updated as the 
COVID-19 impact 
changes.

Consult with relevant 
committees on any  
hazards that may have 
an impact on business 
and ensure that there 
are measures in place 
for the business to react.



Reinforce 
behaviours by 
posting signs that:

Remind workers about 
handwashing and 
accepted ways of 
controlling coughs 
and sneezes.

Have no touch 
garbage cans 
available around 
the office. 

Restrict the number 
of people in 
meeting rooms.

If it is possible and 
facilities allow, visitors 
should be banned 
from work areas so 
that contact is 
restricted to meeting 
rooms where 
measures are in place.

Reduce sharing of 
office equipment.

Sharing of equipment 
can be a source of virus 
transmission. Where 
facilities like printers are 
shared, hand sanitisers 
nearby and a sign 
encouraging sanitising 
will promote sound 
habits.

Supporting herd immunity by encouraging vaccination.

The decision of whether to vaccinate or not is a personal choice. As there is no clear legislation regarding the rights of employers to 
compel employees to be vaccinated, employers should be supportive of providing time off for vaccination.



The list of things to consider and to put in place is extensive. What can I do to make implementation 
easier?

Some questions and answers:

How can I let people know that the company is concerned about their safety and well-being and complies with 
regulations?

Communication is essential. The communication tools that are developed must take into account the nature of the 
business. For instance, if most employees are computer-literate and have access to computers, video meetings, 
e-mails, video presentations, and electronic newsletters will be effective.
If the company is a manufacturing concern and most employees work in a factory floor setting, then other 
communications strategies will be needed. 

Communications could, for example, be linked to the re-opening of the business and consider: 

https://www.labournet.com/workplace-ready-covid-19-business-toolkit/
https://www.cdc.gov/coronavirus/2019-ncov/communication/toolkits/business-workplaces.html
https://www.fnb.co.za/downloads/businessToolkit/Return-to-workworkplaceplan.pdf
https://www.bowmanslaw.com/insights/employment/covid-19-can-an-employer-in-south-africa-force-its-employees-to-get-vaccinated/
https://www.personneltoday.com/hr/time-off-for-covid-19-vaccination/
https://www.mondaq.com/southafrica/employee-rights-labour-relations/1050446/mandatory-covid-19-immunisation-in-the-workplace-it39s-not-that-straight-forward
https://www.gov.za/covid-19/companies-and-employees/safety-workplace
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The easiest way to identify COVID-19 challenges and deal with them is to set up a task team. 
Start by identifying key people and the roles that they would play. Then, have a meeting with 
an agenda that covers all requirements so that discussions remain on-point. Compile an action 
list, assign tasks and set deadlines.

I operate a factory that runs three shifts a day. How can I make sure that PPE is being used and that sanitising 
protocols and social distancing are observed? 

This problem can be solved by training supervisors in control of shifts in COVID-19 control procedures. As workers 
will be used to being managed by these supervisors, they will have the authority they need to ensure compliance.
Having other workers trained and identified as ‘COVID-19 information officers’ will reinforce compliance. However, 
the main role of these officers would be to support the supervisor and answer questions from their co-workers.
To make compliance easier, having a supply of essential PPE equipment on hand at factory entry points will 
support the campaign.

Introducing staggered reporting times, so that small groups arrive at the workplace at different times.

Creating a ‘welcome-back video’ that can be screened to the groups. This should cover the essential 
elements of the company’s strategies and what is being done to safeguard the health of employees. 

A presenter should also be on hand to answer questions and hand out PPE to people who may not have 
supplies.
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