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INTRODUCTION

Following the outbreak of COVID-19 in South Africa, The Workspace branches are implementing
stringent hygiene protocols to ensure the ongoing safety of our staff and members.
As lockdown is lifted, phase by phase, it is very likely that we will see a resurgence in infection. We must
remain cognisant of the fact that while businesses have an economic need to reopen, the safety of every
South African must be our priority.

This handbook provides guidance on the new protocols that are now
in place as well as the ongoing processes for enforcing these on
both a staff and member level.

3.

OUR OBJECTIVES
Our Objectives Are:
•
•
•
•
•

To educate The Workspace staff on the pandemic, viral transmission, and preventative personal hygiene
measures.
To implement and enforce strict hygiene protocols within the work environment which include systems
and procedures for personal hygiene and cleanliness of our premises.
To stay up to date on the guidance provided by health authorities and constantly keep our employees
and members informed of the ongoing situation and developments.
Following the complete sanitization of working areas and branches in preparation for reopening, to
maintain ongoing hygiene and cleanliness.
To implement our prepared work plans on an ongoing basis during and after the COVID-19 pandemic to
promote individual distancing, distancing between critical functions and separation of critical staff to
ensure redundancy should one group be infected.

OUR COMPLIANCE
The Workspace has taken all the required steps to ensure that our workplace is compliant with the
regulations issued in the Government Gazette Vol. 658.
According to Section 16 (Administrative Measures) of the “COVID-19 OCCUPATIONAL HEALTH AND
SAFETY MEASURES IN WORKPLACES COVID-19 (C19 OHS), 2020” issued by the Department of
Employment and Labour, we have put an implementation plan in place to guide the execution of the
required measures. This will be overseen and managed by our appointed Compliance Ofcer together with
a compliance task team that will jointly ensure adherence to governmental COVID-19 regulations.
If any member has a query regarding our measures and/or compliance to regulations, please speak to your
branch manager. Our workspaces are occupied predominantly by our members rather than our own staff
and therefore we are relying on the cooperation of each member in adhering to the rules and measures laid
out in this document. Any contravention of the legally required measures could result in the closure of all
The Workspace branches to the detriment of numerous businesses.
On behalf of The Workspace we thank you all for your ongoing support and cooperation.

4.

1. PREPARING OUR WORKPLACE
1.1 Decontamination & Sanitisation of Premises
The Workspace has taken measures to completely sanitize and disinfect our premises before reopening. A
supplier was brought in to execute deep cleaning as well as a “fogging and surface sanitisation treatment”
to ensure that we start with a clean slate.
Viruses by nature spread quickly. They can be swiftly transmitted from person to person unless strict
hygiene measures are in place. In the same way that people use sanitiser to disinfect themselves, buildings
need to be treated the same way by applying a solution such as anti-bacterial fogging to help prevent
further transmission. The COVID-19 virus can remain active on certain types of surfaces for up to 2-3 days.
Anti-bacterial fogging can eliminate this contamination and is recognised as an effective means of curtailing
COVID-19 transmission.
The supplier selected by The Workspace provides a solution for anti-viral defogging spray and surface
sanitising. The product has been sprayed inside our premises using a handheld machine. The product is
concentrated and is used as an antimicrobial surface sanitiser, helping to curb the spread of COVID-19
viruses, bacteria and other infectious diseases. The agent is a powerful, gentle and long-lasting disinfectant
that can be used on all surfaces including hard surfaces. It can also be used in food and beverage
production/preparation facilities. The disinfectant formula lasts longer than most disinfectants. It is a waterbased, non-corrosive and non-hazardous disinfectant and is completely safe.
This procedure was carried out in all meeting rooms, boardrooms, common areas and reception
areas. Please speak to your branch manager if you would like to get a quotation for fogging of
your private ofce.

5.

1.2 The Workspace Staff Measures on Returning to Work
The Workspace Branch Managers and staff returned to our premises prior to members being given access.
They used this time to prepare themselves, their work areas and to install the infrastructure that will be
needed to maintain our new hygiene and prevention measures.

The actions taken by our staff to prepare our facilities for opening include:
• Screening of all The Workspace staff prior to returning to work. They will be screened daily.
• Ensuring that their work areas are clean and hygienic.
• This includes sanitising all surfaces such as reception, meeting rooms, desks and tables as well as
objects such as telephones and keyboards.
• These items will continually to be wiped with disinfectant on a regular basis.
• Installing hand sanitiser stations for staff and members.
• Training staff on new hygiene processes and protocols.
• Implementing educational communication materials to make all members aware of the new procedures.
• All staff have been screened and issued with PPE equipment to ensure compliance with government
regulations.
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2. PREVENTION & HYGIENE
PROTOCOLS
2.1 Hand Washing
Hand washing is the number one protective step that can be taken for the prevention of COVID-19
transmission and infection. Proper washing kills the virus on your hands and prevents the spread
of COVID-19 and other viruses.
•

Our branch managers will promote regular and thorough handwashing by employees, contractors, and
members.
Hand sanitiser dispensers have been made available at prominent locations throughout each branch of
The Workspace for the use of all persons entering, exiting and moving around within the facility.
Sanitiser stations will be regularly relled with sanitiser that meets WHO and DoH specications and will
be procured from trusted and certied suppliers.
Access to soap and fresh running water for regular washing of hands has been made available to all
staff, contractors, and members.
All members will be briefed on the importance of handwashing, the correct procedures and the The
Workspace protocols on an ongoing basis.

•
•
•
•

Why is hand washing
so important?
World Health Organisation Correct Hand Washing
and Sanitising Guidelines:
•

•
•

Thousands of people die every
day around the world from
infections transmitted by
physical touch.
Hands are the main pathways
of germ transmission.
Hand hygiene is therefore the
most important measure for
avoiding the transmission of
harmful germs and to prevent
viral-associated infections.

•

•

Hand Sanitiser: Clean your hands by rubbing them
with a 70% alcohol-based formulation, as the
preferred means for routine hygienic hand sanitation
if hands are not visibly soiled. It is faster, more
effective, and better tolerated by your hands than
washing with soap and water.
Hand Washing: Wash your hands with soap and
water when hands are visibly dirty or visibly soiled
with dirt, body uids, before and after eating and
after using the toilet. If exposure to potential sporeforming pathogens is strongly suspected or proven,
including outbreaks of Clostridium difcile, hand
washing with soap and water is the preferred means.
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How to Handrub?
RUB HANDS FOR HAND HYGIENE! WASH HANDS WHEN VISIBLY SOILED
Duration of the entire procedure: 20-30 seconds

1a

1b

Apply a palmful of the product in a cupped hand, covering all surfaces;

3

Right palm over over top of left hand
with interlaced ngers and vice versa;

6

Rotational rubbing of left thumb
clasped in right palm and vice versa;

8.

4

Palm to palm with ngers interlaced;

7

Rotational rubbing, backwards and
forwards with clasped ngers of right
hand in left palm and vice versa;

2

Rub hands palm to palm;

5

Backs of ngers to opposing palms
with ngers interlocked;

8

Once dry, your hands are safe.

How to Handwash?
WASH HANDS WHEN VISIBLY SOILED! OTHERWISE, USE HANDRUB
Duration of the entire procedure: 40-60 seconds

0

Wet hands with water;

3

Right palm over over top of left hand
with interlaced ngers and vice versa;

6

Rotational rubbing of left thumb
clasped in right palm and vice versa;

9

Dry hands thoroughly
with a single use towel;

1

Apply enough soap to cover
all hand surfaces;

4

Palm to palm with ngers interlaced;

7

2

Rub hands palm to palm;

5

Backs of ngers to opposing palms
with ngers interlocked;

8

Rotational rubbing, backwards and
forwards with clasped ngers of right
hand in left palm and vice versa;

Rinse hands with water;

10

11

Use towel to turn off faucet;

Your hands are now safe.
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2.2 Personal Protective Equipment (PPE)
Personal protective equipment is vital for promoting good respiratory hygiene in the workplace.
Along with hand washing, good respiratory hygiene prevents the spread of COVID-19.
•
•
•
•

The Workspace has provided cloth face masks to our staff to be worn at all times, as required by law.
We request that each person entering our premises wears a face mask as required by law.
Surgical gloves will be utilised by The Workspace only for certain activities such as for the handling of
money and for our tea ladies as a general hygiene requirement.
The use of gloves for members is not recommended within The Workspace facilities and handwashing
is the preferred measure for hand hygiene.

Guidelines on the Wearing of Medical Masks to Protect Against Coronavirus:
• Masks must now be worn by everyone outside of their homes by law.
• Masks are effective only when used in combination with frequent hand-cleaning with alcohol-based
hand rub or soap and water.
• Before putting on a mask, clean hands with alcohol-based hand rub or soap and water.
• Cover mouth and nose with mask and make sure there are no gaps between your face and the mask.
• Avoid touching the mask while using it; if you do, clean your hands with alcohol-based hand rub or
soap and water.
• Replace the mask with a new one as soon as it is damp and do not re-use single-use masks.
• The best method for removal of single-use masks: remove it from behind (do not touch the front of
mask); discard immediately in a closed bin; clean hands with alcohol-based hand rub or soap and
water.
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2.3 Social Distancing
Social distancing is another key component of preventing COVID-19 transmission. The National
Department of Health and the World Health Organisation recommend that a distance of at least
1.5 metres should be maintained between persons.
•
•

•
•
•

The Workspace Branch Managers have rearranged reception areas, meeting rooms, workspaces and
common areas to comply with the recommended social distancing measures.
In 'general' member areas such as outside smoking areas and common areas, our Branch Managers
will make the protocols and regulations visible and known and all persons on the premises will be
required to comply.
Please note that for smoking areas, the recommended social distance between persons is 2 meters.
As part of social distancing, all persons on the premises are asked to refrain from physical contact
including but not limited to hugging and hand shaking.
To aid personal distancing, oor stickers have also been applied in high trafc “zones” within each
branch to ensure that the recommended 1.5 metre distance is adhered to.

11.

2.4 Measures for Reception Areas & Deliveries
To aid the above-mentioned prevention measures and
to promote social distancing, our procedures in terms
of the behaviour of persons arriving at our branches
as well as the planning of their arrival have changed.

•

•
•

•

•

•
•
•

All external/third parties are to come to branches by
appointment only. The branch manager must be
informed of the appointment in advance.
This applies to couriers, service providers, your own
clients, etc.
On arrival, security staff or a Branch Manager will
require you to sanitise your hands with the sanitiser
provided.
A strictly limited number of people will be allowed at
reception at a time and no one will be permitted to wait
or loiter in the reception area.
All visitors must speak to reception staff from the
allocated social distance as indicated by the oor
sticker and then proceed to wait outside or in one of
the chairs provided.
All visitors will be screened before they will be allowed
to enter the branch.
No visitor will be permitted to enter the branch if they
are not wearing a mask.
To assist our branch managers in minimizing contact
with couriers, please try to receive your packages at a
pre-arranged time from your courier. Couriers delivering
parcels will be subject to the rules stated above.

All external/third parties will be
screened on arrival and will
have their temperature
measured using a temperature
scanner. If they present a
temperature of 38°C or higher,
they will not be permitted to
enter.
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2.5 Measures for Community Areas
& Co-Working Spaces

In communal spaces and high trafc areas we have made it as easy as possible for our members
to maintain the recommended social distance. Please keep in mind that masks must be worn at
all times in the co-working area.
Measures for prevention in community spaces:
• Floor stickers have been placed throughout branches for distance guidance.
• All furniture, desks and chairs have been rearranged so that all members are distanced correctly. Social
distancing markers have also been set out on tables to ensure proper distancing.
• At all communal areas, distancing and hygiene guidelines as well as new house rules are prominently
displayed.
• We are providing the use of empty ofces if you need a quiet space for teleconferences to replace face
to face meetings.
• Within private ofces, you are required to ensure that you and your colleagues/staff adhere to social
distancing rules.
• Instead of using elevators/lifts, we request that you take the stairs. If this is not possible, use of elevators
is limited to one person at a time.

2.6 Facilitation of Storage
For the protection of their health and safety, our staff will not be assisting with the carrying or
retrieval of items for storage.
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2.7 MEETINGS & EVENTS
Because member meetings are one of the main activities taking place on our premises, we have to
take extra caution around this and have implemented specic protocols aimed at maintaining a
safety and hygiene set-up for meetings.
It is recommended that all meetings be facilitated online and that face to face meetings
only be held as a last resort.
The risks associated with meetings and events:
• People attending your meeting or event might be unwittingly bringing the COVID-19 virus to the
meeting. Others might then be unknowingly exposed to COVID-19.
• While COVID-19 is a mild disease for most people, it can make some people very ill. Around 1
in every 5 people who catch COVID-19 needs hospital treatment.
• For these reasons, meetings and events pose a unique threat and there are key measures that
need to be put in place before, during and after they have taken place.

We will be hosting community
events online on an on-going
basis. Keep an eye out for
newsletters and social media
posts promoting upcoming
events!
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BEFORE
the meeting
•

•

•
•
•

The Workspace asks all members and staff to consider the following before scheduling a face to face
meeting:
◦ Is a face-to-face meeting or event really needed or could it be replaced by a teleconference or
online event?
◦ Could the meeting or event be scaled down so that fewer people attend?
The Workspace Branch Managers have developed a preparedness plan to prevent infection from taking
place at meetings or events. This plan has been developed in conjunction with public healthcare
authority recommendations.
Our staff will actively monitor COVID-19 outbreaks and will screen attendees coming in from these areas
accordingly.
Meeting and event participants will be advised in advance that if they have any symptoms or feel unwell,
they should not attend.
All meeting and event organizers, participants, caterers, and visitors will be required to provide contact
details including mobile telephone number, email and current residential address. These details will be
provided with the understanding that they will be shared with local public health authorities if any
participant becomes ill with a suspected infectious disease. If anyone is not willing to agree to these
terms, they will be prohibited from attending the event or meeting.

15.

DURING
the meeting

•
•

•
•

•

•
•
•
•

•
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All procedures will be communicated to members making them aware of what they and their guests can
expect during meetings.
The following protocols are to be followed by staff, members and attendees in the commencement and
conducting of meetings and events:
◦ Branch Managers will provide a brieng on arrival, on COVID-19 and the measures that are in place
to make the meeting safe for participants.
◦ As an icebreaker or greeting, everyone is encouraged to say hello verbally without touching or
shaking hands.
◦ Everyone attending must sanitise their hands when they arrive at our premises.
◦ All attendees must cover their face with the bend of their elbow or a tissue if they cough or sneeze.
Tissues and disposal bins will be provided.
◦ Contact details for health hotline numbers will be provided to participants for advice and
information.
Optional tea and coffee making services will be offered by our staff at the start of the meeting. You can
decline this offer if you feel more comfortable doing this yourself.
Seating will be arranged so that participants are at least 1.5 meters apart. Meetings that require a large
number of participants making social distancing effectively impossible might not be permitted on our
premises and will be dealt with on a case by case basis for the safety of our staff and other members.
The set-up of furniture has been arranged in compliance with government regulations. The chairs may
not been moved closer to one another and no additional chairs or furniture may be brought into the
meeting room/boardroom.
Inside the meeting room or venue, windows and doors will be opened wherever possible to ensure that
the venue is well ventilated.
All participants are encouraged to practice personal hygiene and prevention measures such as
maintaining social distance and not touching your face.
If anyone who starts to feel unwell during the meeting or event, The Workspace staff will implement their
emergency preparedness plan and will make contact with the relevant hotlines.
Depending on the situation in your area, or recent travel of the participant, the person will be placed in
an isolation room. We will assist them in getting home safely, if appropriate, or to a designated
assessment facility.
We thank all participants for their cooperation with the provisions in place but we must be rm in
ensuring that everyone complies with our measures.

AFTER the meeting

All surfaces that have been
touched such as table
tops and equipment
remotes must be wiped
down with sanitizer.

The names and contact
details of participants will
be retained for at least 1
month. This will help public
health authorities trace
people who may have
been exposed to COVID-19
if any participant becomes
ill shortly after the meeting.

If someone at the meeting or
event was isolated as a
suspected COVID-19 case,
the organizer should let all
participants know this. They
should be advised to monitor
themselves for symptoms for
14 days and to take their
temperature twice a day.

If any participants develop even a mild cough or low-grade fever (i.e. a temperature of 38° C or
more) they should stay at home and self-isolate. This means avoiding close contact (less than 1.5
meters) with other people, including family members. They should also contact their healthcare
provider or the local public health department, giving them details of their recent travel and
symptoms.

Response in the event that a participant shows symptoms:

•
•

The Workspace Branch Managers have an emergency preparedness plan in place with regards to
meetings.
In the event that someone at a meeting displays symptoms of COVID-19 (dry cough, fever, malaise), the
following measures are included in the preparedness plan:
◦ A room or area where someone who is feeling unwell or has symptoms can be safely isolated has
been identied and designated in advance.
◦ A plan is in place for safe transfer from our premises to a healthcare facility.
◦ The plan includes step by step actions to be taken in the event that a meeting participant, staff
member or service provider tests positive for COVID-19 during or just after the meeting.

17.

2.8 Travel
Members entering our premises who may
have travelled once restrictions are lifted
may pose a threat in terms of possible
COVID-19 infection. We advise all members
to consult national travel advice before
going on business trips – in addition to
following the steps outlined below. It
should be noted that the term 'travel' also
includes travelling between cities and
provinces by car and visiting multiple
locations outside of your home and ofce.
For this reason, reps and other service
providers who visit multiple client locations
as part of their work are also at higher risk.

CONSIDERATIONS BEFORE TRAVELLING
•
•

CONSIDERATIONS WHILE
TRAVELLING

CONSIDERATIONS ON
RETURN

•

•

•

•

•

18.

The Workspace members are advised to stay up to date on the latest information on areas where
COVID-19 is spreading.
All persons travelling to locations reporting COVID-19 outbreaks must make sure they are briefed by a
qualied professional e.g. staff health services, healthcare provider or local public health partner.

The Workspace members are advised to wash
their hands regularly and stay at least one meter
away from people who are coughing or
sneezing.
The Workspace Branch Managers are available
to brief members on what to do and who to
contact if they feel ill while traveling.
The Workspace members are advised to ensure
that their employees comply with instructions
from local authorities where they are traveling. If,
for example, they are told by local authorities not
to go somewhere they should comply with this.
Everyone must comply with any local restrictions
on travel, movement and large gatherings.

•

The Workspace members and their
employees who have returned from an area
where COVID-19 is spreading should
monitor themselves for symptoms for 14
days and take their temperature twice a
day.
If they develop even a mild cough or lowgrade fever (i.e. a temperature of 38° C or
more) they should stay at home and selfisolate. This means avoiding close contact
(less than 1.5 meters) with other people,
including family members. They should also
contact their healthcare provider or the local
public health department, giving them
details of their recent travel and symptoms.

2.9 On-going Maintenance of Workplace Hygiene

In order to keep our facilities safe from potential spread of COVID-19, the following
measures are in place and will be implemented regularly according to DoH
recommendations.
•
•
•
•
•
•

Gaps between meeting room bookings are in place to give The Workspace time to
sanitise and properly clean the meeting rooms.
To help maintain social distancing, some private ofces will be utilised as meeting
rooms and also sanitised in line with the procedures followed for all meeting rooms.
Hand sanitiser will always be available at all reception areas and throughout the facility.
Alcohol based hand sanitiser and alcohol based wet wipes will always be available.
Educational posters and guidelines are displayed prominently throughout each branch.
Surfaces such as reception counters, meeting rooms, desks and tables as well as
objects such as telephones and keyboards will be regularly wiped with disinfectant.
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2.10 COMMUNICATION

It is important to communicate our new protocols and education around COVID-19 to both The
Workspace staff and members. This will help ensure compliance and protection of the health and
safety of everyone who enters our premises.
Our communication measures include:
• Displaying posters promoting handwashing and providing guidance on the proper method for this.
• Displaying posters promoting respiratory hygiene.
• Displaying posters educating members about social distancing.
• Displaying new house rules.
• Communicating and promoting the message that people need to stay at home even if they have just
mild symptoms of COVID-19 on an on-going basis.
• Guidance from occupational health and safety ofcers will also be communicated to staff on an ongoing basis.
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3. MANAGING COMMUNITY
OUTBREAKS
All The Workspace branch Managers will continually brief their staff, members and contractors
that if COVID-19 starts spreading in your community, anyone with even a mild cough or low-grade
fever (37.3 C or more) needs to stay at home. They should also stay home (or work from home) if
they have had to take simple medications, such as paracetamol/acetaminophen, ibuprofen or
aspirin, which may mask symptoms of infection.
The following is in place to ensure that we are prepared in the event of a COVID-19 outbreak in
our community:

3.1 Emergency preparedness plan in case someone becomes ill with
suspected COVID-19:
•
•
•
•

•
•

A room or area in which to place the ill person has been designated to isolate them from others in the
workplace and limiting the number of people who have contact with the sick person.
Contacting the local health authorities.
Identifying and communicating with other persons who may be at risk, and supporting them, without
inviting stigma and discrimination.
This could include persons who have recently travelled to an area reporting cases, or other personnel
who have conditions that put them at higher risk of serious illness (e.g. diabetes, heart and lung
disease, older age).
This plan includes input from local public health authorities.
Our Branch Managers promote regular teleworking in their own work, and we encourage members to
do the same. If there is an outbreak of COVID-19 in your community, health authorities may advise
people to avoid public transport and crowded places. Teleworking will help businesses to keep
operating while employees and members stay safe.
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3.2 Contingency and business continuity plan for an outbreak in the
communities where your business operates:

•
•

•

•
•

22.

A contingency plan is in place as preparation for the possibility of an outbreak of COVID19 in your
workplace or community.
The plan addresses how to keep branches running even if a signicant number of employees,
contractors and suppliers cannot enter the premises – either due to local restrictions on travel or
because they are ill.
In the event that this plan is implemented, Branch Managers will share it with both staff and members to
make sure that they are aware of what they need to do – or not do. This includes emphasising key
points such as the importance of staying away from work even if individuals have only mild symptoms
or have had to take simple medications that may mask COVID-19 symptoms.
This plan also addresses the mental health and social consequences of a case of COVID-19 in the
workplace or in the community and offers information and support.
We advise members with small and medium-sized businesses, without in-house staff health and welfare
support, to develop partnerships and plans with local health and social service providers in advance of
any emergency.

4. MEMBER COMPLIANCE OF
THE WORKSPACE HYGIENE &
PREVENTION PROTOCOLS
We trust that all members will comply with the measures outlined in this document. Our members
have been asked to sign an addendum to their agreements that includes a commitment to abiding
by and maintaining our hygiene policies. We ask that you abide by this agreement to ensure
business continuity for all parties.
To help you remain compliant within your own business as well as within our facilities, we have
put together additional guidelines below.
How can I ensure my compliance as a member of The Workspace?
• Follow all rules and guidelines outlined in this document, displayed at our premises and communicated
to you by Branch Managers.
• Within your private ofce, please keep all the recommended regulations in mind. Maintain proper social
distance between yourself and your staff/colleagues.
• If your current ofce does not allow for proper distancing, please speak to your Branch Manager so that
they can try to accommodate you.
• Please monitor your staff and ensure that they are abiding by The Workspace rules and wearing their
masks at all times.
• Ensure that you are up to date on the latest requirements for your business per government regulations.
The Government Gazette and the Occupational Health & Safety Directives are available on our website.
• Ensure that you have supplied your staff with the PPE equipment that they will need before returning to
work. If your staff/colleagues need to procure this themselves, they should not return to work until they
have this.
• Bearing in mind that essential service businesses allowed to return to work per Level 4 regulations are
only allowed to deploy 30% of their workforce, you should carefully consider which staff should return
and who could potentially keep working from home.
• If your staff are making use of public transport or lift sharing to get to work, make sure that they are
counselled on the proper prevention and hygiene measures that they should take to protect themselves.
• Make sure that you continually sanitise your ofce to maintain the required levels of hygiene.

Please talk to us if you experience or observe any irregularities
with regards to the guidelines and regulations outlined in this
document.
This document will be regularly updated as lockdown levels
change.

23.

For any COVID-19 related assistance or queries,
please speak to your Branch Manager.

For additional information, please visit the COVID-19
page at www.theworkspace.co.za

If you feel ill or exhibit any COVID-19 symptoms, you
can get help at:
Covid-19 Emergency Hotline: 0800 029 999
Covid-19 WhatsApp Support Line: 0600 123456
www.sacoronavirus.co.za

