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New in this version:

These procedures have been updated to incorporate important Covid-19 guidelines for Long Term Care
Facilities published on 19 May 2020:

< “Practical guidelines for the prevention and management of Coronavirus infection in Long Term
Care Facilities (lItcf).”

> Department of Health, in cooperation with the Department of Social Development,
Western Cape,

< “Direction in terms of regulation 4(10) of the Regulations R480 of 29 April 2020 issued by The
Minister of Cooperative Governance and Traditional Affairs in terms of section 27 (2) of The
Disaster Management Act, 2002 (Act no. 57 of 2002)”, dated 4 June 2020,

> The Minister of Employment and Labour

< Guidance note for workplaces in the event of identification of a Covid-19 positive employee (V5:
14 May 2020)

> Institute for Occupational Health, Department of Health.

e New measures drawn from the above guidelines have been included to manage:
o Additional symptom (clause 9.5.2)
o Employees traveling to work (clause 7)

o Leaving the facility during working hours (clause 8)
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Occupational health and safety measures in the event of identification of a COVID-19
positive employee in the workplace (clause 14)

Establishing employee exposure to Covid-19 (clause 16)

Employee relations procedures following a positive Covid-19 employee (clause 17)
Employee Risk Assessments (clause 18)

Confidentiality notice (clause 20)

Temporary and permanent disability (clause 21)

Employee support (clause 23)

This document has been updated and aligned with other GERATEC Covid-19 Standard Operating

Procedures.

1. BACKGROUND

1.1. Coronavirus disease (Covid-19) is an infectious disease caused by a newly discovered
coronavirus.

1.2. Most people infected with the Covid-19 virus will experience mild to moderate respiratory
illness and recover without requiring special treatment.

1.3. Older people, and those with underlying medical problems like cardiovascular disease,
diabetes, chronic respiratory disease, and cancer are more likely to develop serious illness.

1.4. The best way to prevent and slow down transmission is to be well informed about the
Covid-19 virus, the disease it causes and how it spreads.

1.5. It is an enveloped virus which makes it fragile and vulnerable to heat, chemicals and
ultraviolet sunlight.

1.6. Protect yourself and others from infection by washing your hands or using an alcohol based
rub frequently, not touching your face.

1.7. The Covid-19 virus spreads primarily through droplets of saliva or discharge from the nose
when an infected person coughs or sneezes and droplets land on environmental surfaces
surrounding the infected person.

1.8. Therefore, it's important that you also practice respiratory etiquette (for example, by
coughing into a flexed elbow, immediately dispose of tissues in a separate plastic bag, or
a bin, preferably one with a foot pedal lid).

1.9. The Covid-19 virus can stay alive outside the body for a limited amount of time, particularly
on hard, metallic, plastic or polished surfaces, such as doorknobs, rails, table surfaces,
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crockery and cutlery and cell phones. It is transmitted through surface to hand to face
contact, for example when a person touches their face after opening a door.

1.10. At this time, there are no specific vaccines or treatments for Covid-19. However, there are
many ongoing clinical trials evaluating potential treatments. WHO will continue to provide
updated information as soon as clinical findings become available.

1.11. In GERATEC workplaces you can help to protect our employees and residents by knowing
and meticulously implementing Covid-19 prevention and control measures as set out in
this, and other GERATEC Covid-19 standard operating procedures and policies.

2. PROCEDURES

2.1. In developing all GERATEC Covid-19 standard operating procedures in this document
GERATEC has drawn from:

2.1.1.

2.1.2.

2.1.3.

2.1.4.

2.1.5.

The GERATEC Covid-19 Response Plan,

Regulations published by the the Department of Co-operative Governance and
Traditional Affairs in terms of The National Disaster Management Act,

“COVID-19 Direction on Health and Safety in the Workplace” issued by The
Minister of Employment and Labour in terms of Regulation 10(8) of the National
Disaster Management Act,

Direction by The Minister of Employment and Labour in terms of regulation
4(10) of the Regulations R480 of 29 April 2020 issued by The Minister of
Cooperative Governance and Traditional Affairs in terms of section 27 (2) of
The Disaster Management Act, 2002 (Act no. 57 of 2002), dated 4 June 2020,

Protocols and guidelines published by:

2.1.5.1. The Directorate: Communicable Diseases, South African National

Department of Health: “Standard Operating Procedures for
preparedness, detection and response to Coronavirus (2019-NCOV)
outbreak in South Africa”, 30 January 2020, and updated, 10 March 2020,

2.1.5.2. The Head of Health: Western Cape Government:

o “Guidelines for Care Facilities and Old Age Homes”, Circular H70
of 2020,

o “Preventing and Managing Coronavirus Infection in the
Workplace”, and

o “Prevention and Management of Coronavirus Infection in
Healthcare Facilities”, Circular H77 OF 2020
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2.1.5.3. The Western Cape Government, Directorate Special Programme for
Older Persons: “Containment measures for Covid-19 at residential
facilities (old age homes) for older persons”, 7 May 2020,

2.1.5.4, The Department of Health, in cooperation with The Department of
Social Development, Western Cape: “Practical guidelines for the
prevention and management of Coronavirus infection in Long Term Care
Facilities (Itcf)”, published on 19 May 2020,

2.1.5.5. The Department of Social Development, Western Cape: “Protocol For
Funded Residential Facilities where there are Suspected Positive or
Confirmed Positive Covid 19 cases”, 19 May 2020,

2.1.5.6. The Institute for Occupational Health, Department of Health:
“Guidance Note V57, 14 May 2020,

2.1.6. The World Health Organisation (“WHO”): “Infection Prevention and Control
guidance for Long-Term Care Facilities in the context of Covid-19, (Interim
guidance, 21 March 2020)”,

2.1.7. Covid-19 response plans of national and international long term residential
facilities for older persons similar to the facilities where GERATEC operates, and;

2.1.8. Covid-19 response plans developed by the Covid-19 IPC officer and management
of a facility where GERATEC operates.

2.2. Covid-19 Progress Levels (“CPL”)

2.2.1. The specific measures to be implemented at any time in a facility where GERATEC
operates depend on the Covid-19 Progress Level” (“CPL”) for the area where the
facility is located.

2.2.2. Covid-19 Progress Levels are defined as follows in the GERATEC Covid-19
Response Plan and Process Flow:

CPL1 e No cases of Covid-19 detected in SA

CPL 2 e Confirmed Covid-19 in South Africa
e No evidence of community transmission in area where
GERATEC operates

CPL 3 e Confirmed community infection in an area where GERATEC
Operates
CPL 4 e Suspected or confirmed Covid-19 infection in a facility where

GERATEC Operates
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2.3. These operating procedures must be read with the GERATEC, Covid-19 Standard
Operating Procedures for:

2.3.1. Human Resources Management,

2.3.2. Infection Prevention and Control, Housekeeping, Laundry & Hygiene,
2.3.3. Resident Support and Care Services,

2.3.4. Food Service Operations, and

2.3.5. Procurement Services.

2.4, Ongoing review

2.4.1.  This is a working document, and it will remain so until further notice due to the
rapid spread of Covid-19.

2.4.2. The measures herein will be reviewed on an ongoing basis and updated in line
with new or additional regulations and guidelines published by the South African
and international health authorities and according to the progress of Covid-19 in
the area.

3. PURPOSE

3.1. The standard operating procedures in this document provide:

3.1.1. particulars of specific Covid-19 infection prevention and control (“IPC”) measures
to be implemented by all GERATEC employees in GERATEC managed work
areas,

3.1.2. interim measures effective from 24 March 2020 (until further notice) on how best
to decrease the spread of acute respiratory illness and lower the impact of Covid-
19 in our workplace.

3.2. GERATEC aims to (a) reduce transmission among employees and keep in mind their
wellbeing, (b) protect residents within long term care facilities who are at higher risk for
adverse health complications and (c) maintain business operations as far as possible.

4. APPLICATION
4.1. These procedures and measures apply:
4.1.1. in all GERATEC managed work areas at a facility where GERATEC operates,
4.1.2. to all GERATEC employees, and

4.1.3.  to any person who enters in a GERATEC managed work area.
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5. ALIGNMENT WITH FACILITY RESPONSE PLANS

5.1. These procedures and measures must be aligned with the Covid-19 response plans and
measures in place at a facility where GERATEC operate, taking into account the quality of
life and requirements of the older persons who reside in the facility, according to the
principles of person directed support and care and international best practices for Covid-
19 in care, nursing, or retirement homes;

5.2. Refer to the GERATEC Covid-19 - Standard Operating Procedures: Preparedness,
Prevention and Control Framework for full particulars of GERATEC alignment with
facility response plans.

6. IMPLEMENTATION

6.1. The GERATEC Leader: Business and Growth is designated as the GERATEC Covid-19
IPC officer.

6.1.1. The GERATEC Covid-19 IPC officer is responsible for:

6.1.1.1. the coordination of all GERATEC Covid-19 IPC activities and
programmes,

6.1.1.2. oversight over the implementation of the GERATEC Covid-19 Response
Plan, all Standard Operating Procedures and other measures and
procedures adopted to prevent and manage Covid-19 in all GERATEC
work areas, and in relation to all employees managed by GERATEC.

6.2. The GERATEC Area Manager must:
6.2.1. monitor and report to the GERATEC Covid-19 IPC Officer on:
6.2.1.1.  the progress of Covid-19 in the area where a facility is located,

6.2.1.2. the implementation of the GERATEC Covid-19 Response Plan, all
Standard Operating Procedures and other measures at area facilities,

6.2.1.3. Covid-19 risks identified at area facilities,

6.2.2. coordinate the conduct of risk assessments at area facilities on an ongoing basis
and report to the GERATEC Covid-19 IPC Officer;

6.3. The GERATEC services manager at a facility where GERATEC operates must:

6.3.1. implement the GERATEC Covid-19 Response Plan,all Standard Operating
Procedures and other GERATEC measures at a facility in relation to GERATEC
service operations, work areas and employees,
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6.3.2. cooperate with and support facility Covid-19 IPC officers or other designated
persons in the implementation of facility Covid-19 response plans and measures,
and

6.3.3. report to the GERATEC Area Manager on incidents, or circumstances at a facility
that pose a risk to the health and safety of the employees, residents or other
persons at a facility.

6.4. Refer to the GERATEC Covid-19 - Standard Operating Procedures: Preparedness,
Prevention and Control Framework for full particulars of GERATEC implementation and
roles.

7. COMMUNICATION AND RAISING AWARENESS
CPL1-4
7.1.  Atall Covid-19 Progress Levels, the GERATEC Covid-19 IPC Officer must:

7.1.1. Implement a general communication and awareness raising programme for
employees, residents (at a facility where GERATEC provides resident support and
care services) and other persons in a GERATEC managed work area to:

7.1.1.1. give an overview of Covid-19,

7.1.1.2. inform them about the virus, the disease it causes and how to protect
themselves from infection,

7.1.1.3. provide Covid-19 Infection Prevention and Control (“IPC”) training to all
GERATEC employees on the following:

o physical distancing practices;
o hand hygiene and respiratory etiquette,

o to avoid sharing of personal devices (mobility devices, books,
electronic gadgets),

o wearing a cloth mask when in public and at work,
o the appropriate use and disposal of PPE,

o standard precautions to be implemented by all GERATEC
employees, and

o Covid-19 transmission precautions,

7.1.1.4. address employee or workplace representative concerns and keep them
informed on Covid-19,
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display approved posters and notices with the consent of facility
management in work areas not managed by GERATEC, with information
on Covid-19, the disease it causes and how individuals can protect
themselves against infection,

conduct regular, approved information sessions, using online
communication channels and social media as required, to support
emotional health and wellbeing and provide practical assistance to
residents, employees and client representatives at a facility,

regularly audit IPC practices (hand hygiene compliance) and provide
feedback to employees,

monitor and support employees and residents to maintain the highest
standard of hygiene and sanitation practice.

8. PREPARATION AND READINESS MEASURES

CPL1-3

8.1. Risk assessment

8.1.1.

Workplace risks:

8.1.1.1.

8.1.1.2.

8.1.1.3.

GERATEC Area Managers must coordinate a programme of ongoing risk
assessment at all facilities and workplaces where GERATEC Operates
and report to the GERATEC Covid-19 officer.

The GERATEC services manager or another designated GERATEC
employee and must undertake risk assessments of all GERATEC work
and resident areas, as instructed by the GERATEC Area Manager to give
effect to the minimum Covid-19 measures required by South African health
and safety regulations, taking into account the specific circumstances of
each facility.

Guidelines for facility risk assessments:

o Areasto be covered when undertaking a GERATEC facility Covid-
19 risk assessment include:

m entrances and exits,
m transport routes within the facility,
m screening and testing areas, and

m resident living areas.
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o Determine likely points where people would interact with each
other and points/places where contact between people and
objects would occur.

o For each of these points practical measures should be devised to
limit contact and to disinfect after contact.

o Consider the following key areas:
m  Employee entrances,
m Change rooms, locker rooms,
m Visitors entrances and exits,
m Screening and testing areas,
= Work stations,
m Aisles,
m  Shelving,
m Service areas,
m  Employee canteen/break room,
m Employee toilets,
m  Goods receiving areas,

m Waste storage areas.

8.1.1.4. Guidance on specific risk control measures

o If appropriate, according to findings of a facility risk assessment,
consider control measures recommended by South African health
and other authorities responsible for long term care facilities, such
as:

m Re-arranging work stations (surfaces, desks, chairs,
equipment),

m Placing floor markings with tape or paint to delineate 1.5
metre intervals,

m Placing hand sanitiser and wash stations,
m Placing signage,

m Stagger lunch / tea breaks of employees to enable social
distancing.
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o The GERATEC facility health and safety plan must be updated
with appropriate control measures according to a risk assessment
as prescribed by South African health and other authorities
responsible for long term care facilities.

o The GERATEC services managers must cooperate with, and if
requested, assist facility Covid-19 IPC officers to review health
and safety plans and risk assessments for the facility in its entirety.

o As far as possible, GERATEC and facility control measures
should be aligned.

8.1.2. Employee risk assessment:

8.1.2.1. The GERATEC HR Department must perform an employee risk
assessment to identify:

o employees at increased personal risk for severe disease (e.g.
diabetic, immunocompromised,chronic ~ kidney  disease,
hypertension, cancer, cardiac disease, asthma or chronic lung
disease,obesity, previous/current TB and HIV),

o employees over 60 years of age who are at increased risk, and

o employees who reside with or care for persons that are at high-
risk for severe illness from Covid-19 (including family members,
aged parents).

8.1.2.2.  Appropriate arrangements must be made for employees at risk.

8.1.2.3. Such arrangements will depend on the particular circumstances of each
case, the nature of the role performed by the employee who is at risk and
the risk to others in the workplace, specifically the residents of the facility.

8.1.2.4. Measures to considered include the following:
o steps to structure work processes and workspace layout to:

m  where operationally possible, consider working from
home arrangements,

m restrictions to low risk duties only or redeployment to a
lower risk position,

m stricter physical distancing measures,

m minimise contact between employees and contact
between residents and employees,
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m place employees in teams/shifts and minimise contact
with other teams/shifts, and

= no movement of employees between teams and shifts.

8.1.2.5. If accommodation measures may impact the service levels at a facility
accommodation they must be communicated and agreed with facility
management.

8.1.2.6. GERATEC facility employee risk assessments must be updated
continuously.

8.2. Immunisation:
8.2.1. Influenza infections are important contributors to respiratory mortality in older
people.

8.2.2. Therefore GERATEC will as far as possible make influenza vaccination available
to employees.

8.2.3. In a facility where GERATEC provides resident support and care, GERATEC will
encourage and assist residents who wish to have annual influenza vaccinations.

8.3. Support Office temporary closure
8.3.1. Support office will be temporarily closed from 18 March 2020 until further notice.
8.3.2. Support will still be available and it will be business as usual.

8.3.3. Communication to and from support office employees will be via telephone,
hangout, Zoom and email correspondence.

8.3.4. Support office employees must ensure that all deadlines and responsibilities are
met.

8.3.5. All deliveries (admin/ payslips/ other) must be arranged between the responsible
administrative assistants and Area Managers for deliveries to or from facilities.

8.3.6. All training/ workshops (internal and external), events/ functions and managers/
operational meetings are suspended until further notice.

8.3.7. All non-essential unit visits are suspended until further notice.

8.3.8.  There will be daily feedback sessions with all Heads of department/ task team
regarding updates on the Covid-19 status and impact on the business.

8.4. Recruitment

8.4.1. Until further notice no appointments may be made without authorization from the
GERATEC Covid-19 IPC officer.

Version 22 June 2020 / HUMAN RESOURCES MANAGEMENT 12 of 40
Copyright: GERATEC



7 GERALEARN GERASERVE GERACONSULT

8.4.1.1. This includes casual, temporary/ fixed term and permanent appointments.

8.4.2. All requests for recruitment must be motivated by means of the Request for
Approval document.

8.4.3. New appointments will be strictly monitored until further notice and approval will
be granted in cases where the operational need demands a new appointment.

8.4.4. All requests for recruitment will be viewed in terms of the minimum staff/ essential
services level planning.

8.4.5. Newly appointed employees must receive training in all relevant Covid-19
measures as part of their induction.

8.5. Minimum staffing arrangements

8.5.1. GERATEC may implement staffing plans as agreed with a facility where
GERATEC operates.

8.5.2. Those employees who do not form part of the minimum staffing plan will be entitled
to claim “Reduced Work Time” Benefits through the UIF, only in cases where there
is a loss of income.

8.5.3. The UIF system is based on a sliding scale. Please speak to the HR Department
if you have any questions around how this will apply to you;

8.5.4. Management will be required to cross-train employees and/ or residents to perform
essential functions (where applicable) so that the workplace is able to operate even
if employees are absent due to illness.

8.5.5. As a last resort and by agreement with the facility Covid-19 IPC officer and/or
facility management temporary labor may be considered in the event of high
employee absences.

8.6. Union activities
8.6.1. Until further notice all union on-site meetings are suspended.

8.6.2. Union officials must approach the GERATEC HR Department should they wish to
meet with members of the union to make alternative arrangements.

9. ALL DEPARTMENTS
STANDARD PRECAUTION MEASURES

CPL 2,3 and 4
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9.1. GERATEC employees must at all times implement the general Covid-19 control and
containment measures in this section.

9.2. For details of additional measures to be implemented in GERATEC workplaces regarding
visitors refer to the GERATEC Covid-19 - Standard Operating Procedures:
Preparedness, Prevention and Control Framework.

9.3. For details of additional measures to be implemented by GERATEC employees at a facility
atCPL 1, 2, 3 or CPL 4 refer to the GERATEC Covid-19 Standard Operating Procedures
for:

9.3.1. Resident Support and Care Services,
9.3.2. Food Services, and

9.3.3. Housekeeping, Laundry and Hygiene.

9.4. Access restriction measures:

9.4.1. Access restrictions are in place for all visitors to GERATEC managed workplaces
as prescribed below and in the GERATEC Covid-19 - Human Resources
Management.

9.4.2. No person may enter a GERATEC managed work area other than:
9.4.2.1. Employees appointed to provide services to residents,
9.4.2.2. Emergency medical personnel in the execution of their duties; and

9.4.2.3. Emergency maintenance personnel authorised by facility management.

9.4.3. No person who is suspected or confirmed to have Covid-19 may enter a
GERATEC workplace.

9.4.4. Authorised visitors must observe physical distancing of at least 1.5 metres from
residents, practice hand sanitising procedures and hygiene etiquette, as required,
comply with movement restrictions and other measures in place while on their
visits.

9.4.5. The facility Covid-19 IPC officer must provide everyone who enters the facility with
information on general IPC measures to be observed.

9.4.6. The GERATEC facility manager must provide all GERATEC employees and
authorised visitors to a GERATEC work area with information on general IPC
measures to be observed.

9.4.7. General maintenance on equipment used by GERATEC at a facility must be
postponed and only emergency equipment repairs will be allowed.

9.4.8. Deliveries will be accepted outside the workplace.
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9.4.9. Also refer to GERATEC, Covid-19 Standard Operating Procedures:
9.4.9.1. Procurement, and

9.4.9.2. Food Service Production and Operations.

9.5. Early detection measures:

9.5.1. GERATEC employees must cooperate with facility GERATEC facility managers,
Covid-19 officers and/or facility management to implement screening and
monitoring measures at all facilities where GERATEC operates.

9.5.2. GERATEC response to Covid-19 is based on early recognition, isolation, support,
care, and source control (prevention of onward spread) for an infected person.

9.5.3. These elements must be the focus of all actions and Covid-19 measures to be
taken by everyone in a GERATEC workplace.

9.5.4. It is the responsibility of every person in a facility where GERATEC operates to
remain vigilant, know the symptoms, additional symptoms and signs of Covid-19
and to report a possible case of Covid-19.

9.5.5. Covid-19 Symptoms and Risk Factors:

9.5.5.1. Screening measures for all individuals to be screened are based on an
evaluation of the physical symptoms of Covid-19 and a number of risk
factors.

9.5.5.2. A list of the current symptoms and risk factors is provided below.

9.5.5.3. The list will be supplemented and amended from time-to-time in line with
guidelines published by national and international health and government
authorities.

9.5.5.4. GERATEC will keep employees, facility management and residents, as
required informed of changes to the listed symptoms and risks factors by
electronic message and notices, list, and policy updates.

9.5.5.5. If uncertain of the symptoms or risk factors, consult the GERATEC Covid-
19 IPC officer, GERATEC area manager: healthcare services, GERATEC
healthcare manager at a facility, facility Covid-19 IPC officer and/or facility
management.

9.5.6. Physical symptoms:

9.5.6.1. A person with acute respiratory illness with sudden onset of at least one
the following physical symptoms:

o fever (238°C),
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9.5.7.

9.5.6.2.

sore throat,
persistent cough,
shortness of breath,

redness of eyes.

Additional physical symptoms:

(e]

Risk factors:

9.5.7.1.

body aches,

nasal symptoms,

loss of smell or loss of taste,
Nausea,

vomiting,

diarrhoea,

fatigue,

weakness or tiredness.

" GERALEARN GERASERVE GERACONSULT

A person who in the last 14 days was in close contact with a person who:

(¢]

is a probable case or a confirmed case of Covid-19,

has a history of travel to areas with local transmission of the virus,

has worked in, or attended a healthcare facility where persons
with confirmed coronavirus infections were being treated, or

is admitted with severe pneumonia of unknown cause.

“Close contact” means a person who had face-to-face contact
or was in a closed environment with a confirmed Covid-19 case.

This includes:

m a person who lives in a shared household or space as a

confirmed Covid-19 case,

m people who work closely in the same environment as a

confirmed Covid-19 case, and
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m a healthcare worker or other person providing direct care
to a confirmed Covid-19 case, without wearing
recommended personal protective equipment (PPE).

o “Confirmed case” means a person with laboratory confirmation
of Covid-19 infection, irrespective of clinical signs and symptoms.

o “Probable case” means a person under Investigation (“PUI") for
whom testing for SARS-CoV-2 is inconclusive (the result of the
test reported by the laboratory) or who tested positive on a pan-
coronavirus assay.

9.6. Employees who develop symptoms at home

9.6.1. To discourage employees from coming to work when they are sick the GERATEC
“no sick leave bonus” is suspended until further notice.

9.6.2. In general, employees must report to their manager and stay at home if they
develop the symptoms and risk factors of Covid-19.

9.6.3. Employees must report to their manager before arriving on duty, if they have been
in contact with a positive case, person under investigation or any other risk factor
as defined.

9.6.4. Management will further assess the situation by asking questions before it is
decided whether the employee can resume normal duties for the day or needs to
be isolated.

9.6.5. If the symptoms are compatible with acute respiratory infection, the staff member
should be referred for Covid-19 testing or self isolation. If not, routine sick leave
procedures should be followed.

9.6.6. GERATEC HR Department or operational line management must follow up on
employees with unexplained absences to determine their health status.

9.7. Daily screening and monitoring measures:

9.7.1. No person who displays at least one of the physical symptoms or risk factors of
Covid-19 as prescribed in regulations and in the GERATEC employee control entry
form may enter a facility or a GERATEC work area.

9.7.2. GERATEC senior operational management must implement early recognition
measures to screen and monitor each category of person in terms of guidelines
and regulations prescribed for that group by the relevant South African government
departments.
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9.7.7.
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9.7.11.
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GERATEC services managers must cooperate with the facility Covid-19 officer,
and/or management or any other persons designated by the facility to screen and
monitor every person in the facility.

The facility screening and monitoring team should develop procedures for:

9.7.4.1. entry and exit screening for staff, residents and authorised visitors, and

9.7.4.2. management of a person under investigation (“PUI”) and persons with

Covid-19 after detection.

We recommend that a visitor and staff screening area is established before entry
into a facility.

Ideally this should be a structure outside of the facility.

Avoid multiple people handling the sanitiser bottle if a hand sanitiser is used, a
staff member (e.g. a security guard or receptionist) placed at the entrance must
spray the sanitiser onto the hands of people entering and exiting the facility.

During completion of the entry control form, management must ensure safe
physical/ social distancing by:

9.7.8.1. Having more than 1 queue of employees or visitors, if necessary,

9.7.8.2. Ensuring employees and visitors are standing at a minimum of 1.5 meters

away from each other in the queue and,

9.7.8.3. Ensuring that all employees and visitors are wearing a cloth mask/ PPE.

All GERATEC employees must be screened and monitored twice a day, once
which must be prior to entering the facility, at the start of a shift.

GERATEC employees must comply with entry control procedures as prescribed
and complete all pre-entry screening documentation as required.

Residents at a facility where GERATEC provides resident support and care
services must be screened and monitored twice a day.

Only pre-authorised visitors, who have undergone entry screening and monitoring
procedures, completed the access control documentation and followed strict hand
hygiene and PPE procedures may enter a GERATEC workplace.

For details of resident and visitor screening and monitoring procedures refer to the
GERATEC Covid-19 - Standard Operating Procedures: Preparedness,
Prevention and Control Framework and, Resident Support and Care
Services.

Version 22 June 2020 / HUMAN RESOURCES MANAGEMENT 18 of 40

Copyright: GERATEC



7 GERALEARN GERASERVE GERACONSULT

9.8. General hand hygiene measures

9.8.1. Frequent and “obsessive”hand hygiene through hand washing and the use of
alcohol based hand rub (“ABHR”) are essential to prevent Covid-19 infection.

9.8.2. “Obsessive” hand hygiene - why?

9.8.2.1. Hands are most frequently used to touch people, surfaces and parts of the
employees body, such as face, nose, and mouth.

9.8.2.2. To remove microbes optimally, hands must be thoroughly and
systematically washed paying special attention to the most contaminated
areas, such as the fingers and thumbs.

9.8.2.3. Hand hygiene measures are prescribed by government health and safety
regulations.

9.8.2.4. Hand hygiene is not only important at work, but even more so while
traveling to and from work, at home or out shopping.

9.8.2.5. Hand washing is more effective than santisiting.

9.8.2.6. When hand washing is not possible or practical, it is important to sanitise
regularly with an alcohol based hand rub, as described below.

9.8.2.7.  Wash or sanitise your hands often as possible during the day, especially:
o when entering the workplace and after changing into uniform,

o after working in one area (e.g. A residents room) before moving
the next area:

m before serving food,

m before and after eating and drinking during employee
breaks,

m after sanitising any area, equipment or furniture,

m after being in contact with any physical objects or touch
areas, and

m after changing back into your home clothes.

9.8.2.8. Guidance on hand washing (figure 1):
o Wash hands using antibacterial soap and hot water.

o The process should take about 20 seconds (long enough to sing
happy birthday).

Step 1 - Wet your hand and close the tap again to save water.
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Step 2 - Use the elbow of one arm, press the dispenser and
release antibacterial hand soap in your cupped hand of the other
arm.

Step 3 - Rub your hands in the following sequence - friction is
necessary to remove transient microbes from the hands:

m Palms together - working up a good lather.

m Slide your fingers in between each other and rub the
bases of your fingers vigorously against each other to
clean all grooves, while twisting your hands from side to
side - between thumb and first finger too.

= Rub one palm over the back of the other hand to halfway
up your forearm, then slide your fingers in between the
others and rub the bases of your fingers up and down -
repeat with the other hand.

= With the thumb of your one hand, rub thoroughly around
the nail/cuticle of the other fingers of the other hand to
clean all grooves - also pull the front of the nail away from
the finger and rub clean between nail and finger - repeat
with the other hand.

m  Rub your wrist, forearm and elbow vigorously with your
other hand - switch arms/hands and repeat.

Step 4 - Open the tap and wash the tap at the same time with the
antibacterial soap. Use water sparingly.

Step 5 - Rinse your hands, arms and elbow without touching
anything.

Step 6 - Cup your hands, fill with water and rinse soap off the tap.
Step 7 - Close the tap with a paper towel.

Step 8 - Dry your hands with a paper towel and the discard paper
towel in the bin - open bin or foot operated to open.
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HAND WASHING PROCEDURE

Wet hands with waler, Apply enough soap to cover all hand  Rub hands palm to palm.

surfaces.
] s | ¢ |

Uty X —1ET>

Right palm aver left dorsum with Palm to palm with fingers interlaced,  Backs of fingers to opposing palms
Inerlaced fingers and vice versa, with fingers interlocked,

L7 A o

A &

Rotational rubbing of left thumb Rotational rubbing, backwards and Rinse hands with water.
clasped in right palm and vice versa.  forwards with clasped fingers of
right hand in left palm and vice versa.

Dry thoroughly with a single-use Use towel to lurn of faucet. Once dry, your hands are safe.

towel.
Figure 1: Hand Washing Procedures

9.8.2.9. Guidance on hand sanitising (Figure 2)

o Sanitiser is a solution of water, alcohol (70% to 90%) - it could be
in a spray or gel form.

o Very important - Do not use sanitiser with less alcohol (Ethanol)
than 70% for the Covid-19.

o Sanitise hands with ABHR for 20 seconds.
o  Apply the procedure as for hand washing:

Step 1 - Squeeze sanitiser into your one hand;
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Step 2 - Start with your fingers from the other hand to rub the
sanitiser into all the small grooves around finger nails - repeat with
your fingers on other hand.

Step 3 - Then spread the sanitiser over all the same places as
when you washed your hands.

HAND SANITISING PROCEDURE

RS 2N AN o

Apply a palmtul of woolm ln n cupped hand, enough to cover all hand and

surfaces. For que, pl use elbows to dispense product fmdl Mlh clupod fingers of

where applicable. right hand In left paim and vice versa.

Rub hands paim to palm, Right paim over left dorsum with Palm to palm with fingers Interlaced,
interlaced fingers and vice versa.

[ 7]

= A8 T e

Backs of fingers to opposing paims R i rubbing of left thumb Once dry, your hands are safe.
with fingers interfaced. clnpod in right pllm and vice versa.

Figure 2: Hand Sanitising procedure

9.8.2.10. Cough etiguette & respiratory hygiene

o Cough or sneeze into a bent elbow or tissue.

o Immediately disposing of the tissue in a plastic bag or a bin with a
lid.

o Do not touch your face.

o Do not put pens, pencils, gum into your mouth.
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9.9. Physical distancing

9.9.1.

9.9.2.

9.9.3.

9.9.4.

9.9.5.

9.9.6.

9.9.7.

9.9.8.

9.9.9.

At all times keep a distance of at least 1.5m when in contact with another person
(Figure 3), in addition to any other measures in operation at your workplace.
GERATEC work areas where attention must be given to physical distancing
include:

9.9.2.1. employee entrance & screening points,

9.9.2.2. production meeting areas,

9.9.2.3. laundry work areas,

9.9.2.4. employee restrooms - during breaks and preparation of beverages, etc.,

9.9.2.5. store rooms,

9.9.2.6. resident rooms, flats or living units - consider demarcating an area outside

the room for residents while housekeeping duties are performed.

Employees to ensure that staff rest room seating must always be maintained at
1.5 meters away from each other/

Where possible employees should be encouraged to spend their breaks
outdoors while continuing to practice physical distancing.

specific measures at a facility may include zoning and staggering of tea and
break times to avoid the concentration of employees in common areas.

In offices:

9.9.6.1. Seating at desks should be separated by at least 1.5m.

9.9.6.2. Meetings should be held via teleconference or videoconference whenever

possible.

9.9.6.3. In physical meetings, staff should sit at least 1.5m apart.

As a reminder, print and put up the notice in figure 3 below in all GERATEC
operated food production, laundry and housekeeping facilities and attach to
trolleys.

GERATEC facility managers must supervise and monitor physical distancing
during the work day while employees carry out their daily duties or delegate
another GERATEC supervisor to ensure that a safe social/ physical distance is
practiced.

Particulars of specific physical distancing measures at a facility and a GERATEC
operated work area are contained in GERATEC, Covid-19 Standard Operating
Procedures:
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o Food Service Operations and Production,

o Infection Prevention and Control, Housekeeping, Laundry
and Hygiene, and

o Procurement and Resident Support and Care Services.

PHYSICAL DISTANCING

1.5m to 2m 1.5m to 2m

GERATEC

Copyright © 2020 by Geratec GERALEARN GERASERVE GERACDNSULT

Figure 3: Physical distancing

9.10. Employees traveling to work

9.10.1. Employees must always wear cloth masks when travelling in public or staff
transport.

9.10.2. When employees travel in public transport or staff transport vehicles such as a
minibus taxi or bus they must sit as far from other passengers as possible.

9.10.3. The vehicle should not be filled to more than 50% of its loading capacity, and all
windows of the vehicle must be open to maximise ventilation.

9.10.4. Employees are advised to wait for the next public transport should one be over-
crowded.
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9.10.5. Employees should clean their hands with alcohol-based hand sanitizer before
entering and after exiting the vehicle.

9.10.6. Employees should avoid touching the door of the vehicle and surfaces inside the
vehicle.

9.11. Cloth masks
9.11.1. All GERATEC employees must be provided with 2 cloth masks for work purposes.

9.11.2. GERATEC Employees must wear cloth masks when they work with residents
unless otherwise prescribed by government regulations or guidelines published for
long term residential facilities.

9.12. Uniforms

9.12.1. Employees must be requested to travel to and from work with their personal
clothes and mask.

9.12.2. After proper hand hygiene practices are completed; employees must dress in
clean, washed uniforms and masks and personal clothes must be placed in a
plastic bag in the personal locker of the employee.

9.12.3. All uniforms must be left at work to be washed and dried.

9.12.4. If this is not possible uniforms should be removed at the workplace and placed in
a plastic bag. Clean separately from household washing with a warm wash ( at
least 60 -90 ‘C) at home.

9.12.5. Alternatively the employee must remove their uniform immediately upon arriving
home, and place it in a bag, to be washed separately.

9.12.6. Employees must be advised to wash their hands after removal and handling of
uniforms.

9.13. Shoes
9.13.1.  The upper part of shoes should be wiped with alcohol sanitiser.
9.13.2. The underside of the shoes should not be touched.

9.13.3. If the underside of the shoes needs to be cleaned, then wear gloves and wash
hands thoroughly after removing and discarding the gloves.

9.14. Personal Protection Equipment

9.14.1. GERATEC resident employees must wear all prescribed PPE’s while at work.
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9.14.6.

9.14.7.

9.14.8.

9.14.9.
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PPE’s are regarded as workplace uniforms/equipment in terms of health and safety
regulations already in place and therefore, are for the account of facility
management, as regulated by the contract between the parties.

The GERATEC area manager responsible must inform the facility Covid-19 IPC
officer or facility manager of regulatory changes relating to prescribed PPE for
employees involved in food services production activities.

If required by the facility, GERATEC employees will use additional PPE, prescribed
by any Covid-19 response measures in place at a facility where GERATEC
operates.

GERATEC facility managers must provide training for employees who have to use
PPE’s.

GERATEC will be responsible for washing and maintenance of all PPE’s.

Disposable used PPE should be handled as medical waste discarded in an
infectious waste container.

See the sections on PPE donning and doffing, and PPE maintenance.

The specific PPE prescribed depends on the nature of the duties performed by the
employees. For full particulars of PPE prescribed for a particular work area refer
to the GERATEC, Covid-19 Standard Operating Procedures:

9.14.9.1. Resident Support and Care Services,
9.14.9.2. Food Service Operations and Production, and

9.14.9.3. Infection Prevention and Control, Housekeeping, Laundry and
Hygiene.

9.15. Ventilation

9.15.1

9.15.2

y Maximise natural ventilation eg. open windows at the facility wherever possible,

. Where air conditioning cannot be avoided, then there should be no re-circulation
of internal air. Weekly clean/disinfect/replace key components and filters.

9.16. Waste Management

9.16.1. GERATEC employees emptying a bin should wear gloves when emptying and
follow hand wash/sanitizing procedures before and after performing their duties.
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9.17. Leaving the facility during working hours

9.17.1. Employees are discouraged from leaving the facility during breaks, however, by
agreement with the Covid-19 IPC officer and facility management employees may
be permitted to leave the premises during working hours.

9.17.2. Employees who leave the facility during working hours:

9.17.2.1. Must comply with all access control measures in place at the facility when
returning to work,

9.17.2.2. May not wear their uniform outside the facility,

9.17.2.3. All goods purchased should be sanitized according to protocol in place at
the facility and be stored as directed by facility management.

10. ADDITIONAL PRECAUTION MEASURES
CPL2,3&4

10.1. Additional prevention measures to be implemented by GERATEC employees vary
according to the service department and facility where they work.

10.2. For details of additional precaution measures refer to the GERATEC Covid-19 Standard
Operating Procedures for a particular department, specifically operating procedures for:

10.2.1. Food Services,
10.2.2. Infection Control, Housekeeping, laundry and Hygiene, and

10.2.3. Resident Support and Care Services.

11. INFECTION CONTROL MEASURES
CPL 4 and above

11.1. GERATEC area managers must, at CPL 1, 2 and 3 discuss and agree with a facility
Covid-19 IPC officer and/or facility manager on procedures at CPL 4 to assess and
manage employees who have, or may have been exposed to Covid-19, or who are
diagnosed with Covid-19.

11.2. GERATEC recommends and will in relation to employees managed by GERATEC reply
on the guidelines for long term care facilities as published by the National Department
of Health, in cooperation with the Department of Social Development Western
Cape, as described in table 1 below.

11.3. GERATEC will amend this policy in line with any additional guidelines or amended
guidelines published for long term residential and/or care facilities.
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11.4. Employee who may have been exposed to infection

11.4.1. Immediate first steps

11.4.1.1. Limit the risk of transmission:

o If an employee reports the symptoms or additional symptoms of
Covid-19 before entering the workplace during entry screening
and monitoring procedures:

m Do not allow employees to enter the workplace.
m Instruct the employee to practice hand hygiene.
m Provide the employee with a medical mask.

m Disinfect the area, including all surfaces, pens,
equipment and any objects touched by the employee.

o If an employee reports the symptoms or additional symptoms of
Covid-19 while on duty:

m Separate the employee from others in the workplace.
m Instruct the employee to apply hand hygiene.
m Provide the employee with a medical mask.

m Guide person to a designated isolation area or outside
building; and

m Disinfect the work area or workstation , all appliances,
stationery and other objects handled by the employee.

11.4.2. Immediate second steps

11.4.2.1. Report to:
o the GERATEC line manager on duty,
o the facility Covid-19 IPC officer and/or facility manager
o the GERATEC area manager, and

o the GERATEC HR Department.

11.4.3. Next first steps

11.4.3.1. Assess:

o Assess the type and degree of exposure according to table 1
below.

Version 22 June 2020 / HUMAN RESOURCES MANAGEMENT 28 of 40
Copyright: GERATEC



7 GERALEARN GERASERVE GERACONSULT

o Decide whether the employee must
m Dbe referred for further evaluation, and/or
m testing, and/or
m self- isolation or quarantine, or

m  whether the employee may resume normal duties.

o Consult with the facility Covid-19 IPC officer or facility manager,
as agreed between GERATEC and facility management.

11.4.3.2. Referral or return to work:

o According to the assessment findings, and based on the as
described above the employee must be:

m referred to the local Covid-19 testing facility, or

m ‘n medical practitioner for further clinical evaluation
and/or referral, or

m self-isolation at home, or
m alocal public quarantine facility, or

m return to work (with additional precautions as prescribed)

o If after further evaluation, the employee’s symptoms are not
compatible with acute respiratory infection, routine sick leave
procedures should be followed.

11.4.3.3. Transport:
o Assist the employee with safe transport arrangements
o Ensure transport is safe for:
m other employees, and

= members of the public

11.4.4. Next additional steps

11.4.4.1.  Notify:

o other staff/residents at the facility who may be affected.
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o The Western Cape Department of Health:021 928 4102

o

The local branch of the Department of Social Development
Western Cape.

The NICD:0800 029 999

o

o

The Department of Employment and Labour.

11.4.4.2. Screen others:

o Screen other residents and employees who may be at risk for
self-isolation and/or testing purposes.

m Use table 1 below as a guide to support decision-
making.
11.5. Employee who is diagnosed with Covid-10

11.5.1. Immediate first steps

11.5.1.1. If the employee is at home:

o Place the employee on immediate sick leave.

11.5.1.2. If the employee is at work the GERATEC facility services manager must:

o relieve the employee from duty immediately and place on sick
leave,

o instruct the employee to apply hand hygiene,
o provide the employee with a medical mask,

o guide person to a designated isolation area or outside building,
and

o disinfect the work area or workstation , all appliances, stationery
and other objects handled by the employee.

11.5.2. Immediate second steps

11.5.2.1. The GERATEC facility services manager must:
o report to:
m the GERATEC line manager on duty,

m the facility Covid-19 IPC officer or facility manager

Version 22 June 2020 / HUMAN RESOURCES MANAGEMENT 30 of 40
Copyright: GERATEC



7 GERALEARN GERASERVE GERACONSULT

m the GERATEC area manager, and

m the GERATEC HR Department,

o assist the employee to follow the advice regarding isolation
required to protect their family, friends, colleagues, and

o offer and provide counselling, if required.

11.5.3. Next first steps:

11.5.3.1. The GERATEC area managers must cnotify:
o The GERATEC Covid-19 IPC officer.
o Other staff/residents at the facility who may be affected.
o The Western Cape Department of Health: 021 928 4102

o The local branch of the Department of Social Development
Western Cape.

o The NICD: 0800 029 999

o The Department of Employment and Labour.

11.5.4. Next second steps:

11.5.4.1. Depending on initial investigation and the number of infected employees,
this may entail temporary closure of affected work areas.

11.5.4.2. Obtain the advice of the GERATEC Covid-19 IPC officer before closing
and decontaminating a work area.

11.5.4.3. Where indicated make arrangements for area decontamination and
disinfection, if necessary

o Refer to the section Decontamination and Disinfection,
GERATEC Covid-19 Standard Operating Procedures -
Infection Prevention and Control: Housekeeping, Laundry &
Hygiene.

11.6. Contact screening for “self-isolation” or “continue to work” decisions:

11.6.1. If an employee has been in contact with another person who may have, or has
been diagnosed with Covid-19 the GERATEC area manager must:
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11.6.1.1. assess the exposure in accordance with The Department of Health
Guidelines for LTCFs in Table 1 below to decide whether the exposure
carries a high or low risk of transmission

11.6.1.2. If there is a low risk of exposure, GERATEC may:

o permit the employee to continue working using a cloth mask
complying with standard precautions and;

o GERATEC facility management must monitor the employees
symptoms for 14 days from the first contact.

11.6.1.3. If there is a high risk of exposure:
o the employee must remain in quarantine for 14 days and,;

o GERATEC facility management must place the employee on sick
leave for that period;

o If the employee’s sick leave entitlement is exhausted the
GERATEC HR Department must make application for an illness
benefit in terms of clause 4 of the Directive issued on 25 March
2020 on the Covid-19 Temporary Employer Relief Scheme
under regulation 10(8) of the Regulations promulgated in terms of
section 27(2) of the Disaster Management Act.

11.6.1.4. Notes on Table 1:

o The coronavirus infected person or PUI could be a resident,
or a work colleague, or a community member.

o Definitions
m **Close Contact:

(1 Being within 1 metre of Covid-19 case (or PUI)
for 15 minutes or more.

1 Direct physical contact with Covid-19 case (or
PUI).

1 Having unprotected direct contact with infectious
secretions or excretions of the resident (or PUI).
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O Being in a room with a Covid-19 case (or PUI)
without having direct contact with their

secretions/excretions.

O Conversing with a Covid-19 case (or PUI) at a

distance of >1 metre.

Table 1: Guidelines on quarantine and isolation procedures for GERATEC exposed to a Coronavirus
infected person and PUI

2. Monitor for symptoms
3. Wear mask

4. Strict hand hygiene

Close contact with PUI Moderate Risk | 1. Continue working, 1. If PUI test result negative then resume normal MNone
without appropriate PPE ideally performing low activities
transmission activities
2_If PUI test result positive then guarantine as status 1. If symptoms develop then test for
2- Wear mask changes to high risk. covID1S.
3. Strict hand hygiene Continue to monitor for symptoms. * :fe‘l:::ln:?:::: ;::n
4, Monitor for symptoms resume normal activities,
but maintain strict mask
5. Await test result of PUI use and hand hygiene for
14 days.

b. If test positive then isolate
and initiate follow-up of
contacts.

2. If no symptoms after 14 days then
end quarantine and continue as
normal.

(If the staff member is in a scarce
skills category then consider return
to work, while taking strict
mask/hygiene precautions, if there
are no symptoms after 8 days).
Brief contact with COVID-15 | Minimal Risk None None None
person with appropriate PPE
Close contact with COVID-19 | Minimal Risk None None MNone
perscn with appropriate PPE
Brief contact with COVID-19 | Low Risk 1. Continue working, 1. If symptoms develop then test for COVID-19. 1. Iftest negative then resume
person without appropriate ideally performing low normal activities, but maintain
PPE transmission activities strict mask use and hand hygiene
for 14 days.
2. Wear mask 2. Iftest positive then isolate and
initiate follow-up of contacts.
3, Strict hand hygiene
4. Moniitar for symptoms 2. If mo symptoms after 14 days continue as normal. None
Close contact with COVID-19 | High Risk 1. Quarantine (home or 1. If symptoms develop then test for COVID-19. i Iftest negative then returm o work
person withaut appropriate group facility) and resume normal activities, but
PPE maintain strict mask use and hand

hygiene for 14 days.
2. Iftest positive then isolate and
initiate follow-up of contacts.

2. If mo symptoms after 14 days, then end
quarantine and return to work.
(If the staff member is in a scarce skills category
then consider return to work, while taking strict
mask/hygiene precautions, if there are no
symptoms after 8 days).

MNone
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9 Staff member has
respiratory symptoms
suggestive of COVID-19
infection, but no
unprotected contact with
COVID-19 patient or PUIL.

Maoderate Risk

1. Test for COVID-19

2. Quarantine at home
until test result available

3. Wear mask

4. Strict hand hygiene

. If test negative then return to work after

symptom resolution, but maintain strict mask use
and hand hygiene for 14 days.

. Iftest positive then isolate and initiate follow-up

of contacts.
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None

11.7. Next additional steps

11.7.1.

Determine the source of infection.

11.7.1.1.

11.7.1.2.

11.7.1.3.

To establish how the employee was infected the GERATEC area

manager must:

o draw and review the employee’s Close Contact Tracking

Register,

o interview all employees may have been exposed and complete
the GERATEC employee exposure questionnaire.

o Assist with tracing contacts, as required.

Communicate details of the incident in accordance with appropriate
communication lines as agreed between GERATEC and the facility
Covid-19 IPC officer and/or facility manager and while respecting the

confidentiality rights of the affected employee.

The interview is not meant for disciplinary action and GERATEC senior
management must

o reassure employees not to be fearful of this process as it is a
measure to prevent future exposures and improve IPC practices.

o establish whether it was a work-related exposure or a community
exposure.

o If work-related exposure further inquiry will be based on whether
exposure was to an employee or resident.

Version 22 June 2020 / HUMAN RESOURCES MANAGEMENT

Copyright: GERATEC

34 of 40



GERALEARN GERASERVE GERACONSULT

GERATEC Employee exposure questionnaire

Yes/No

O Did you and the employee follow strict hand and surface hygiene measures
when interacting?

O Did you congregate together in the staff room with the prescribed physical
distance?

O Did you and the employee use the same kitchen equipment?

1 Did you have physical greeting contact

1 Did you share a work surface or desk?

1 Did you share a desktop computer, phone, laptop, or tablet?

1 Did you share any equipment?

O Did you share any stationery?

1 Did you travel together

1 Did you attend to aresident together?

1 Did you wear a mask when interacting with the employee?

O Did your colleague wear a mask?

O Was there any shortage of water, soap or alcohol-based sanitiser
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11.7.1.4. Resident exposure questionnaire:

GERATEC Resident Exposure Questionnaire

Yes/No

(1 Was hand and surface hygiene strictly followed during the shift?

(1 Was PPE used appropriately according to provincial guidelines?

d Was any PPE reused?

O If yes, what were the circumstances of reuse? (e.g. how many times reused, how was it stored

between uses)?

[ Was any PPE unavailable?

O If yes, what PPE was unavailable:

1 Did you follow prescribed procedures for donning and doffing PPE?

d Was hand hygiene performed before and after direct resident contact or
contact with the resident environment?

d Was there any shortage of water, soap or alcohol-based sanitiser?

11.8. Employee in isolation

11.8.1. An employee who is in isolation and has been tested for Covid-19 or their
healthcare practitioner must notify their GERATEC line manager immediately after

receiving the results.

11.8.2. An employee who is in isolation must not expose themselves to anyone in their

household or to the public.
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11.8.3. An employee who is in isolation as a precautionary measure must:

11.8.3.1. not return to work if they develop symptoms, additional symptoms or have
been exposed to any risk factors, even if it is towards the end of their
isolation period, and

11.8.3.2. inform his/ her manager immediately and/ or answer so during the daily
check in.

11.8.4. Daily check in during isolation
11.8.4.1.  The GERATEC line manager of an employee who is in isolation :

o daily check in telephonically with the employee during the period
of isolation,

o record the answers by the employee, and

o impress on the employee in isolation that it is crucial that the daily
questions are answered honestly and accurately

11.8.5. Should an employee not be able to isolate at their homes, GERATEC will assist
the employee in finding the nearest available public isolation facility.

11.9. Return to work
11.9.1.  An employee may not return to work until:
11.9.1.1. 14 days after diagnosis if asymptomatic;
11.9.1.2. 14 days after symptom onset in mild disease or;

11.9.1.3. 14 days after clinical stability has been achieved in severe disease.

11.9.2. Employees returning to work should continue to practice social distancing
(especially from severely immunocompromised residents), hand hygiene and
respiratory hygiene;

11.9.3. Employees returning to work should continue self-monitoring for symptoms and be
re-evaluated medically if these occur.

11.10. Following a positive case

11.11. Management and employees should use the incident to work collectively and
cooperatively to safeguard other employees and the workplace to prevent future lapses
and incidents.
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11.12. This will be done by means of the exposure interview results and engagement with
employees whenever required on areas needing attention such as control measures,
access to appropriate PPE, education and training needs, health and isolation support,
leave or any other issues identified.

11.13. The GERATEC area manager must update the facility workplace risk assessment with
new or improved measures to address any risks identified after an confirmed case of
Covid-19.

11.14. The GERATEC area manager must report to the GERATEC Covid-19 IPC officer on any
new or improved facility measures to be implemented after a confirmed case of Covid-19.

11.15. Confidential information

11.15.1. GERATEC Employees must keep internal business and employee information
confidential and not disclose information in any form, whether verbal, written or
via social media, to anyone within or outside of GERATEC, specifically should
there be a positive Covid-19 case work.

11.15.2. The GERATEC Covid-19 IPC officer must handle these matters in a sensitive
manner, in order to keep the confidentiality of those infected and prevent
discrimination, ensure that false news/ rumors are not spread, as well as ensure
that accurate information is given to the public at the appropriate time.

11.15.3. Employees must therefore refrain from discussing confidential information among
each other and in public and avoid using email or social media to transmit certain
sensitive information.

11.15.4. Should employees be concerned, please direct your concerns, questions, or
queries to your line manager who will discuss it further with Area Management
and the HR department.

11.15.5. Unauthorized disclosure of internal business information relating to Covid-19 will
be viewed as a serious breach of this confidentiality notice and the employees
contract of employment.

11.15.6. No personal information regarding an employee or residents health status may
be disclosed by anyone not authorized to do so.

11.16.  Temporary of permanent disability

11.16.1. Should an employee be temporarily incapacitated due to complications relating
to Covid-19, GERATEC will apply for iliness benefits through the Unemployed
Insurance Fund once all sick leave and annual leave entitlement has been
exhausted.

11.16.2. In the event of an employee becoming permanently incapacitated due to
complications relating to Covid-19, GERATEC will make an application for
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disability benefits to the provident fund (the waiting time for approval can take up
to 3 months).

11.16.3. During the 3 month waiting period for permanent disability application,
deductions from sick leave and annual leave will be made.

11.16.4. Unpaid leave in the event of all exhausted leave entitlements will be relieved
through illness benefit claims with UIF.

11.17. Occupational Injuries and diseases (COIDA)

11.17.1. If there is evidence that the employee contracted Covid-19 as a result of
occupational exposure, the HR Department must lodge a claim for compensation
in terms of the Compensation for Occupational Injuries and Diseases Act,
1993 (Act No. 130 of 1993) in accordance with Guidance note for workplaces
in the event of identification of a Covid-19 positive employee (V5: 14 May
2020).

11.17.2. A medical practitioner is required to assess the employee and issue a certificate
confirming that they are well enough to return to work if he/ she had moderate or
severe symptoms.

11.17.3. This certificate must be shared electronically by the employee to their supervisor
and HR department before they return for duty.

11.17.4. All correspondence (employer’s incident report and supporting documentation)
must be sent to the HR Administrator to submit an online claim.

11.18. Employment Equity / prohibition of discrimination

11.18.1. No employee may be discriminated against on grounds of having tested positive
for Covid-19 in terms of section 6 of the Employment Equity Act, 1998 (Act No. 55
of 1998).

11.19. Family responsibility leave

11.19.1. Employees who are well but who have a sick dependent/ family member at home
must notify their supervisor and HR department immediately and will be required
to self isolate for 14 days or longer.

11.19.2. The leave allocation will be whatever available Family responsibility leave is
available to the employee and thereafter sick leave.

11.19.3. Once sick leave is exhausted, GERATEC will make an application to UIF/ TERS.

11.19.4. In cases of confirmed Covid-19 cases of the dependent/ family member, a medical
certificate is required to be sent electronically to the employees supervisor and HR
department.
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11.19.5. Employees should not return to work if they show symptoms of respiratory illness

within 14 days after their dependent/ family member for whom they were caring is
cleared of the virus.

Annual leave

11.20.1. Employees may be required to take annual leave over the period of minimum

staffing implementation for maintaining an essential service.

11.20.2.  As far as possible, the 2 week rest period of annual leave should be reserved for

later use.

12. EMPLOYEE SUPPORT

12.1.

12.2.

12.3.

12.4.

12.5.

As much as possible, the GERATEC employee support committee will protect employees
from stress both physically and psychologically so they can fulfill their roles, in the context
of a high workload and in case of any unfortunate experience as a result of stigma or fear
in their family or community.

GERATEC Facility Management and HR Management to regularly and supportively
consult with and monitor all staff for their wellbeing.

Consider rest and recuperation and alternate arrangements as needed and supported by
operational requirements.

Staff need to ensure that safety measures are in place to prevent excessive worries or
anxiety.

GERATEC HR Management education around the virus to reduce the stress and anxiety
associated with fake news and general media statistics.

13. COMPLIANCE

13.1.1. GERATEC reiterates the importance of following GERATEC Covid-19 policies,

procedures and guidelines to prevent the spread of the virus within our
communities.

13.1.2. GERATEC together with facility management, aim to do everything possible to

protect the physical and psychological well being of our employees, colleagues
and residents during this time and therefore will adopt a zero-tolerance approach
to ensure strict compliance to the standard operating procedures of all
departments.

Review date

22 June 2020
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