18 March 2020

Organisational Coronavirus COVID-19
preparedness and response plan

WHAT IS CORONA COVID-19?
Coronaviruses are a large family of viruses that are common in humans and many different
species of animals, including camels, cattle, cats, and bats. Rarely, animal coronaviruses
can infect people and then spread between people, such as with MERS-CoV and SARS-CoV.
The virus that causes COVID-19 is spreading from person-to-person in China and some
limited person-to-person transmission has been reported in countries outside China,
including the United States, Italy and South Africa. However, respiratory illnesses like
seasonal influenza are currently widespread in many communities.
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HOW DOES COVID-19 SPREAD?
When someone who has COVID-19 coughs or exhales they release droplets of infected fluid.
Most of these droplets fall on nearby surfaces and objects - such as desks, tables or
telephones. People could catch COVID-19 by touching contaminated surfaces or objects –
and then touching their eyes, nose or mouth. If they are standing within one meter of a
person with COVID-19 they can catch it by breathing in droplets coughed out or exhaled by
the infected person. In other words, COVID-19 spreads in a similar way to the flu. Most
people infected with COVID-19 experience mild symptoms and recover.
However, some go on to experience more serious illness and may require hospital care.
The risk of serious illness rises with age: people over 40 seem to be more vulnerable than
those under 40. People with weakened immune systems and people with conditions such
as diabetes, heart, and lung disease are also more vulnerable to serious illness.

HOW DO WE MANAGE COVID-19 IN THE WORKPLACE?
Preventative
1.
2.
3.
4.
5.
6.

Workplace Cleanliness
Workplace Hygiene
Awareness
Restrict traveling
Reduce face to face meetings
Working from Home

Responsive
7. Office response plan

1. Workplace Cleanliness
In addition to the general cleaning that takes place in the office every day, all surfaces will
be wiped down with a disinfectant regularly.
All employees are requested to keep their personal working spaces clean, tidy and
hygienic.
Surfaces (desks and tables) and objects (telephones and keyboards) should be wiped
regularly with disinfectant/alcohol wipes.

NCC Environmental Services (Pty) Ltd
Reg No: 2007/023691/07

Coronavirus COVID-19 Preparedness and Response Plan

Page 2 of 8

Why? Because contamination on surfaces touched by employees and clients is one of the
main ways that COVID-19 spreads.

2. Workplace Hygiene

a. Hand Hygiene:
Waterless hand sanitisers will be made available throughout the workplace. Employees are
encouraged to make use of this regularly if their hands are not visibly soiled.
All visitors shall be required to sanitize their hands upon arrival.
Employees and visitors should thoroughly wash their hands with soap and water when
their hands are visibly soiled and should dry their hands completely on paper towels
provided. Paper towels must be disposed of immediately in the waste receptacles
provided.
Why? Because washing kills the virus on your hands and prevents the spread of COVID-19.

b. Respiratory Hygiene:
Employees and visitors are encouraged to observe good respiratory hygiene whilst in the
company of others or while at the office:



Cover your mouth and nose with a tissue when coughing or sneezing and
immediately dispose of the tissue paper in the nearest waste receptacle;
Immediately dispose of the tissue after use in the nearest waste receptacle;
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Perform hand hygiene (e.g., hand washing with non-antimicrobial soap and water,
alcohol-based hand rub, or antiseptic handwash) after having contact with
respiratory secretions and contaminated objects/materials;
Maintain a social distance (approximately 1m apart) from people with whom you
are interacting;
When feeling ill, do not report to work.

Why? Because droplets are one of the main forms in which COVID-19 spreads, reducing the
spread

of

respiratory

droplets

reduces

the

potential

spread

of

the

virus.

c. What about masks?
According to a document recently published by the World Health Organization, while the
use of Surgical Masks can be used a measure to prevent the spread of diseases, the use of
masks alone is insufficient to provide the adequate level of protection and may lead to a
false sense of security, often leading to people not adhering to other precautionary
measures altogether. Therefore, where not absolutely necessary, the use of medical masks
will not be implemented.

3. Awareness
Employees are encouraged to keep up to date with the local news regarding the confirmed
cases of COVID-19 within South Africa.
If you observe a fellow employee not practicing workplace cleanliness or hygiene, engage
with them in a friendly manner and remind them of the requirements.
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Should any person that you have recently been in contact with inform you that they have
tested positive or have been placed under quarantine, inform your immediate supervisor
and consider working from home.
Do not spread misinformation regarding COVID-19. Only use verified sources of
information. Employees found deliberately spreading false information regarding COVID-19
at work may be subject to disciplinary procedures.
Why? Because false information may lead to unnecessary panic in the workplace and
increasing awareness will help limit the spread of the virus.

4. Restrict Traveling
COVID-19 owes its global spread to human movement.
As far as practicable, limit traveling long distances and to areas with confirmed cases of
COVID-19.


Make sure you have the latest information on areas where COVID-19 is spreading.
You can find this at
https://www.who.int/emergencies/diseases/novel-coronavirus-2019/situationreports/








Assess the benefits and risks related to upcoming travel plans based on the latest
information available;
Employees at higher risk of serious illness (e.g. older employees and those with
medical conditions such as diabetes, heart and lung disease) are encouraged to
avoid travelling to areas where COVID-19 is spreading;
Consider travelling with small bottles of alcohol-based hand rub. This can facilitate
regular hand-washing;
When travelling, regularly wash hands and stay at least one meter away from
people who are coughing or sneezing;
Comply with instructions from local authorities where you are traveling. If, for
example, you are told by local authorities not to go somewhere, you should comply
with this. You must comply with any local restrictions on travel, movement or large
gathering.

5. Manage meetings with clients
If the occurrences of COVID-19 increase dramatically, the following measures will be
considered:


Consider alternatives such as conference calls or Skype meetings;

NCC Environmental Services (Pty) Ltd
Reg No: 2007/023691/07

Coronavirus COVID-19 Preparedness and Response Plan

Page 5 of 8









Reduce the number of attendees at the meeting. Fewer people present lower the
potential sources of exposure;
Stay up to date and do not schedule meetings in areas with high occurrences of
confirmed cases;
Ensure that meetings organisers provide sufficient tissue paper/hand sanitizer for
the meeting;
Do not shake hands with other meeting attendees. Bump elbows or avoid physical
contact altogether;
If there is space, arrange seats so that participants are at least one meter apart;
Open windows and doors whenever possible to make sure that the venue is well
ventilated;
Make sure all organizers, participants, caterers and visitors at the
meeting/gathering/event provide contact details: mobile telephone number, email
and address where they are staying. State clearly that their details will be shared
with local public health authorities if any participant becomes ill with a suspected
infectious disease. If they will not agree to this they cannot attend the event or
meeting

6. Working from Home
Employees are encouraged to pay attention to their health and wellbeing during this
period. Should an employee fall ill, they are encouraged to immediately self-isolate and call
your GP or the Hotline numbers listed below:

National hotline:
0800 029 999
Provincial hotline: 021 928 4102
Email: doh.dismed@westerncape.gov.
za
WhatsApp "Hi" to 060 012 3456
All lines are operational 24/7
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Self-isolation means avoiding close contact (1 meter or nearer) with other people,
including family members.
Inform your direct line supervisor immediately if you feel ill or decide to self-isolate.

7. Office Response plan
a. Worker separation
If an employee becomes ill at the workplace, the employee should disclose such to their
direct supervisor and either return home immediately or be confined to a separate
working area.
The separate working area for Organisational head office is:
Once in the separated working area, the employee shall be expected to contact one of the
information centres as listed under section 6. Their direct line manager shall provide
further instructions with regard to ongoing working arrangements.

b. Voluntary isolation
Employees suffering from the listed symptoms should immediately contact their GP or the
listed hotline numbers telephonically, to determine is testing is required and should then
enter voluntary isolation in agreement with their direct line manager.
The employee should remain in isolation until they have received feedback from their GP
to confirm the results.
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While under voluntary isolation, sick leave for voluntary isolation and mandatory
quarantine shall be taken into special consideration and the relevant manager will provide
feedback once resolved.

c. Quarantine
Employees that are placed in quarantine by their GP or any government body are required
to immediately disclose such instructions to their employers.
Any persons placed under quarantine may under no circumstances report to the office
area.
Where possible, employees under quarantine shall be permitted to work from home. If this
is not possible, the service line manager shall confer with HR regarding leave.

d. Office Shut Down
If confirmed COVID-19 cases reach a critical threshold, top management of the
organisation may instruct office-based employees to work from home.
Employees are entitled to normal reimbursement during the office shut down.

Disclaimer:
Advice, graphics, images and information contained in this online site is presented for general educational and informational purposes and to
increase overall safety awareness. It is not intended to be legal, medical or other expert advice or services, and should not be used in place of
consultation with appropriate professionals. The information contained in this site should not be considered exhaustive and the user should seek the
advice of appropriate professionals.
In no event shall NCC Environmental Services (Pty) Ltd and employees be liable for any liability, loss, injury or risk (including, without limitation,
incidental and consequential damages, personal injury/wrongful death, lost profits or damages) which is incurred or suffered as a direct or indirect
result of the use of any of the material, advice, guidance or services, whether based on warranty, contract, tort, or any other legal theory and
whether or not NCC Environmental Services (Pty) Ltd or its employees is advised of the possibility of such damages.

NCC Environmental Services (Pty) Ltd
Reg No: 2007/023691/07

Coronavirus COVID-19 Preparedness and Response Plan

Page 8 of 8

