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BACK TO WORK
PREPAREDNESS PLAN

Member Notice

Lockdown regulations have been ofcially shifted to Level 4. We know you’re eager 
to return to work and we are excited to welcome you back - but rst there are a few 
important things that we need to cover as we enter a workplace that is very 
different to what it was pre-lockdown.

FIRST THINGS FIRST

When is The Workspace opening?

We will be opening on 11th May 2020. This delay is longer than some of you might have 
expected however, we had to wait for the relevant permissions to reopen and we need time 
to comply with the government mandated regulations concerning hygiene and COVID-19 
prevention measures. The safety of our members and staff is of paramount importance to us 
and we would not consider opening if this could not be guaranteed.

The Workspace is in the process of making our ofces compliant according to the 
regulations issued in the Government Gazette Vol. 658. We will be ready to open and offer 
services to compliant members from 11 May 2020, within the limitations set out in the 
Government Gazette.   

Who is allowed to return to their ofces at Level 4?

Any members whose businesses fall within the sectors permitted to return to work on 01 May 
2020 may return to their ofces at their respective branches of The Workspace. We will need 
you to provide all the relevant paperwork for this. Please note that as permitted operators, 
you have a responsibility to protect the health and safety of your staff. We will put all the 
possible measures in place to help you - let’s work together as good corporate citizens.

Any members who fall within the Permitted Sectors allowed to return to work on 01 May 2020 
must please urgently submit the following to Althea Martens at althea@theworkspace.co.za: 
• The category of permitted service the member falls within.
• Number of employees returning to work.
• CIPC Permit/Certicate (if applicable in terms of revised Regulations).



HOW WE’RE PREPARING FOR

YOUR RETURN

SPATIAL
PLANNING

We are rearranging our spaces, 
seating arrangements, and common 
areas and placing oor markers to 
promote social distancing.

DEEP
CLEANING

Each branch of The Workspace is 
undergoing deep cleaning to ensure 
complete sanitisation and disinfection 
so we start with a clean slate!

We have distributed 70% alcohol hand 
sanitiser at multiple points across all of 
our branches to make clean hands as 
easy as possible for all members. 

We have procured equipment to 
allow for temperature screening to be 
done on entry for all staff, members 
and visitors.

PROVIDING
SANITISER

TEMPERATURE
SCANNING

We have secured PPE for branch 
managers and all staff. This includes both 
compliant masks as well as gloves to be 
used when necessary. 

On-going training and education of 
staff around hygiene measures, 
government regulations and 
COVID-19 information.

SECURING
PPE

STAFF
TRAINING



WHAT TO EXPECT
WHEN YOU GET BACK

The New Rules

• No members will be permitted to operate from or access our branches without a valid permit to operate under 
current lockdown regulations.

• All members, employees and guests will be screened each time they enter the branch. If they present a body 
temperature higher than the published allowed temperature, they will not be allowed to enter.

• All members, their employees and guests are required to provide positive identication on entering our 
branches for proper record keeping.

• All members, their employees and guests are required to wear a mask when entering our branches in line with 
the current regulations.

• Services will be provided by branch managers in accordance with regulatory requirements and our support 
staff will only be providing cleaning for now. Canteens will not be operational until stipulated otherwise.

• IT services are available to support all our members, whether you are at the ofce or at home.
• Alcohol-based hand sanitiser is available for both staff and members at all branches.
• Social distancing practices will be followed in accordance with regulations.
• We have intensied our cleaning schedules with disinfectant being used throughout our branches. 
• We continue to equip and train our staff with up to date COVID-19 facts and good hygiene practices.
• For any COVID-19 complaints, comments or suggestions, please email: covid19@theworkspace.co.za 
• For more information, please visit our website or contact your branch manager.

WHAT YOU’LL EXPERIENCE DIFFERENTLY

Your desk, the common areas and 
meeting rooms will look different

We have procedure in place should a 
member or recent visitor become sick

Your temperature will be scanned 
when you enter the branch

The details of all visitors will be 
registered with ID required

mailto:covid19@theworkspace.co.za


HOW TO
STAY SAFE & HEALTHY

Use a 70% 
alcohol-based 
hand sanitiser

Avoid touching 
your eyes, nose 
and mouth and 

wear a mask

Wash your hands 
frequently with 

soap for 20 
seconds

Avoid crowded 
areas and practice 
social distancing

Cough or sneeze 
into the crook of 
your elbow or a 

tissue

Please do not visit our branches if you show any symptoms of COVID-19.  Call the COVID-19 hotline on 
0800 029 999. In the course of the next week we will be distributing a more detailed hygiene handbook.

TALK TO YOUR BRANCH MANAGER
Our branch managers are available to answer all your questions. Please get in touch if you have any 
questions. Alternatively, please visit our website for more information.

A MESSAGE FROM
OUR CEO

I would like to start by thanking our members for their continued support. South 
Africa is facing unprecedented challenges, not just to our health but to our very 
way of life as we prepare to re-enter a world that may never be the same again.

Business continuity is a consideration that we as The Workspace face right 
alongside our members and we understand your frustration in not being able to 
return sooner than 11 May 2020. I can honestly say that the feeling is mutual. But 
it is important that we take careful steps to ensure that our spaces are ready, 
clean and compliant before we open. The safety of our members and The 
Workspace staff is currently our number one priority. Any infection poses a threat 
to our operations and could result in our doors being closed again - this is an 
eventuality that we need to avoid.

I want you know that we share your worries but rest assured, we are all in this 
together. Our staff look forward to welcoming you back and playing their part in 
helping you get your business back on track!

Thank you for your support and for bearing with us,
Colleen Mansour


