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SAD DEPRESSED
anxious

Are you feeling

As a CPUT student or staff member you 
DON’T have to deal with it alone!

We are here to help you

REMEMBER WE ARE HERE FOR YOU

Contact the                          
South African 
Depression &                 
Anxiety Group on 

0800 456 789 

Or Lifeline 

0861 322 322
Or contact the 24 hour 
Suicide Emergency line 

0800 567 567

Or WhatsApp

063 709 2620 
Or SMS

31393



As promised in a previous communique, please find the plans for the return to work 
for all CPUT employees. Crafting an institutional response to a complex and uncertain 
situation, as COVID-19 has presented, has been challenging. This document has taken 
much deliberation and we believe, at this stage, that it offers the safest and most 
workable solution for the majority of staff and students.

As always the health and wellness of our CPUT community was at the crux of every decision 
made, and we have tried to troubleshoot a variety of solutions which will work for us as we 
prepare for a state of readiness towards 1 June 2020. This is a working document and may 
be subject to change if lockdown restrictions are amended. Please familiarize yourself with 
it and remain in touch with your line manager for more information.

The health and safety of all staff and students will require us all to be 
patient and abide by the stipulations sketched in the guide attached. 
Our multi-disciplinary team ranging from Management, Health and 
Safety officials, Campus Health officials and Human Capital have been 
working flat out to ensure we are fully prepared, and they are all on 
hand to assist if any staff member or student requires it.

Continue to look after yourselves and your loved ones.

Kind regards
Prof Chris Nhlapo 
VICE-CHANCELLOr
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As of 1 May 2020, the Alert Level was reduced from Alert Level 5 to Alert Level 4.  Under 
Alert Level 4 several additional sectors/ industries are now permitted to return to onsite 
operations either in full or at a reduced capacity.  Whilst the Alert Level 4 schedule does 
not specifically provide for the return to onsite operations of Universities, the Minster 
of Higher Education, Science and Technology has confirmed that final year academic 
Clinical Training (medical) students will be permitted, subject to campuses being made 
“Covid-19 ready”, to return to campus and continue their studies.  A defined number of 
Academic and Support roles (i.e. cleaning and maintenance) will also be allowed to return 
to campus, as will those staff members who are involved in the design, manufacturing and 
distribution of Personal Protective Equipment (PPE’s).  

Starting from 18 May 2020, certain staff 
members will be permitted to return to 
campus on the date to be confirmed by 
their Dean/ Manager, and will be required 
to do so, unless otherwise authorised 
by their Line Manager.  The Deans 
and Directors of the relevant faculties/ 
departments will be in contact with those 
staff members and will be providing them 
with the applicable permit indicating that 
they are allowed to report to campus 
to perform their duties.  Staff who have 
been issued these permits are required to 
carry the permit and proof of their Identity 
Documents (ID) on them when traveling 
to and from campus.  Only staff members 
who have been authorised to return 
to campus and issued a permit will be 
allowed on campus. 

The Human Capital Department in 
conjunction with the Campus Health 

and SHE are working on ensuring all 
CPUT campuses are “Covid-19 ready” 
and will in due course be submitting a 
detailed risk Analysis and Workplace 
Plan to the Department of Employment 
and Labour.  

Staff members who have not yet been 
authorised to return to campus must 
continue to work from home (where 
authorised).  In such cases the same pay/ 
leave options as addressed in the original 
Newsflash of 15 April 2020 will apply until 
further notice.  

Those staff who are not authorised to 
work from home (and are not permitted to 
return to campus) will remain on special 
leave until further notice.  It is CPUT’s 
intention to prioritise these staff members 
return to campus as and when the 
relevant regulations allow.

HUMAN CAPITAL
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Essential requirements that are being 
put in place for staff returning to campus
Essential requirements for the return of staff to campuses:

PrOPOSED CPUT VULNErABLE EMPLOYEE LIST 
Those at high-risk for severe illness from COVID-19 include:

The creation of a workplace plan, including details of:
•	 screening	and	testing	protocols,	
•	 social	distancing	in	the	workplace	(including	

workstation redesign/ reorganisation), 
•	 sanitizing	and	hygiene	protocols,	and	
•	 provision	of	PPE’s.

The identification 
of vulnerable 
employees 

(are	required	to	
stay at home)

People 
aged 60 

years and 
older

Other 
high-risk 

conditions 
could 

include:

Group 1

Group 2

 Chronic lung disease or moderate to severe asthma

 Serious heart conditions

 Diabetes

 Those who are immunocompromised, including those receiving 
cancer treatment

 People of any age with severe obesity (body mass index [BMI] 
>40) or certain underlying medical conditions, particularly if not 
well controlled, such as those with diabetes, renal failure, or liver 
disease might also be at risk

 Pregnant women should be monitored since they are known to 
be at risk with severe viral illness

 Cancer treatment, bone marrow or organ transplantation, immune 
deficiencies, poorly controlled HIV or AIDS, and prolonged use of 
corticosteroids and other immune weakening medications
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STAFF 
MEMBERS	
60	YEARS	

AND	OLDER

Group 1 CPUT approach to identity and record staff 
members who have a medical condition that 

classifies them as a vulnerable employee

CPUT respects staff members 
right to confidentiality, including 
the right not to disclose medical 
information.*

recommended 
approach to be 
adopted in relation 
to group Two:

Staff members 
60 years and 

older are 
automatically 
classified as 
a vulnerable 
employee 
and will 

automatically 
be included 
in CPUT’s 
vulnerable 

employee list.

 Staff are informed of the medical conditions that have 
been highlighted by the WHO and other institutions.

 Staff are then given an opportunity to consult their 
medical practitioner to confirm whether the staff member 
is to be classified as a vulnerable staff member.

 A medical certificate from a medical practitioner 
confirming the status of the staff member (without the 
need to provide details of the medical condition) will 
then suffice as proof that the staff member falls into this 
category.

 Staff members must submit the medical certificate to 
their line manager.

HUMAN CAPITAL
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GENERAL	PROTOCOLS

SCREENING	AND	TESTING

 
CPUT will screen all persons entering campuses (temperature recording as well as 
questions and disclosures)

 
Screening stations will be located at campus entrances (note: the option of utilising a 
cell phone based app for self-diagnosis is being considered by USAF through Higher 
Heath)

 
Screening of people entering campuses will be conducted by Healthcare staff and 
appropriately trained student volunteers.

 
A record of each person’s temperature and responses to the relevant questions and 
disclosures will be recorded.

 
Staff who develop symptoms whilst at work must immediately report their symptoms 
to their manager and make arrangements to report to Campus Health.

 
Should the Department of Health so require, the testing stations will be established 
on campuses. 

STAFF WHO DISPLAY SYMPTOMS OF COVID-19

AT	HOME
Must inform 

their line 
manager

Must remain  
at home

REPORTING	
fOR	wORk

Will not be allowed to 
enter the workplace

Must be isolated and 
provided with a FFP1 

surgical mask

Transport to either self-
isolation or for a medical 
examination/ testing will 
be arranged by CPUT

wHILST	AT	wORk
Must be isolated and provided with 

a FFP1 surgical mask

Transport to either self-isolation or 
for a medical examination/ testing 

will be arranged by CPUT

Workstation must be disinfected

Colleagues who may be at risk must 
be screened and where applicable 

placed in self isolation
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Student/ Staff name: Student/ Staff number:

Faculty/ Unit: Department/ Section:

reported to Dean/ Line Manager by:

Student/Staff current address: 

Contact number:

Case report (include contacts where possible): 

Date referred to the Campus Health: 

Other medical referral/ attendance:

Tested: Yes/ No and Outcome: 

Any other Information to report:

STAff	REPORTING	Of	COVID-19	POSITIVE	TEST

Information required where staff member testing positive or is 
suspected of having contracted Covid-19

The University will establish and 
maintain a Central register to be 
maintained by Campus Health.

Staff members are required to 
provide a copy of the positive 
Covid-19 report or a medical 
certificate indicating a positive 

Covid-19 test to their Line Manager. 

Staff are legally obliged to report 
their Covid-19 Positive status to 

the University.

Staff members are to report their 
positive status via their Line Manager, 
who in turn must report the positive 
test to Campus Health as well as 
Human Capital Business Partner. 

HCD	will	inform	Staff	wellness	(Sw)	and	the	Safety	Health	and	Environment	Unit	
(SHE)	on	the	prescribed	form	(COVID-19	form1)	The	completed	form	is	to	be	

forwarded to Campus Health 

HUMAN CAPITAL
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Staff members who have tested positive for Covid-19 will only be allowed to return\ to 
work	(campus)	where:

 
The staff member abides by 
CPUT policies regarding 
personal hygiene, wearing of 
masks, social distancing, and 
cough etiquette.

 
The staff member continues 
to self-monitor for 
symptoms and undertakes to 
seek medical re-evaluation if 
respiratory symptoms recur or 
worsen.

 
The Line Manager closely monitors the staff member for symptoms of 
Covid-19 on the staff members return to work.

 
A period of at least 14 
days has lapsed from 
the date of diagnosis or date 
the staff member first displayed 
symptoms of having contracted 
Covid-19.

 
The staff member has undergone 
a medical examination confirming 
the staff member has tested 
negative for Covid-19 
(copy of the test result or medical 
report from a medical practitioner 
must be provided).

REQUIREMENTS	TO	RETURN	TO	wORk	
POST	A	POSITIVE	COVID-19	TEST
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PHYSICAL	MEASURES	BEING	
TAkEN	TO	REDUCE	COVID-19	SPREAD
CLEANING	AND	HYGIENE
CPUT undertakes to implement measures to ensure that:

SANITIzERS 
CPUT will ensure that all staff reporting to campus have 
access to sufficient quantities of hand sanitizer at the 
entrance to the workplace and within the workspace 
where the staff member performs their duties. 

SOAP	AND	wATER 
•	 CPUT	will	ensure	that	

staff are provided with 
adequate facilities to wash 
their hands.

•	 Staff	members	must	
ensure they regularly wash 
their hands.

CLInIC STAFF 
Additional PPE’s (for example 
gloves and N95 masks) will be 
provided as required by the 
directions and regulations issued 
by the Department of Health.

CLOTH MASKS 
•	 CPUT	will	provide,	free	of	charge,	all	staff	members	

reporting to campus for duty with TWO (2) cloth masks. 
•	 Staff	member	will	be	required	to	wear	their	cloth	masks	

at all times within the workplace and while commuting 
to and from work.

•	 Staff	members	will	be	expected	to	wash,	dry	and	iron	
the cloth mask themselves  after each day of use. 

 All work surfaces and equipment are 
disinfected before work begins

 Staff should ensure that equipment and 
personal belongings that are brought 
onto campus are, where appropriate, 
disinfected when reporting for duty

 All toilets, common areas, door handles, 
lifts, etc will be cleaned and disinfected on 
a regular basis

 Adequate soap is made available for staff 
to regularly wash their hands 

 Only paper towels will be provided for the 
drying of hands after washing of hands 
(fabric towels are prohibited) 

 Staff interacting with members of the 
public will be required to sanitize their 
hands between each interaction with the 
public

 Measures to ensure equipment such as 
telephone (landlines), shared computer 
terminals, etc are cleaned after each use. 
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SOCIAL	DISTANCING	wITHIN	THE	wORkPLACE

CPUT undertakes to implement 
measures, including clear marking 
and appropriate areas, to arrange 

workspaces so as to allow a minimum 
of 1.5 meters between staff members 
(and	where	applicable	the	public)

Where it is not possible to 
rearrange a workspace to allow 

for 1.5 meters between staff, CPUT 
will:

CPUT staff members will not 
gather in communal areas, 

such as toilets, canteen areas and 
smoking areas. 

The use of lifts shall be limited 
to 1 staff member at a time with 

disabilities or other comorbidities 
which impair their ability to use the 

stairs.

ALL	STAff	ARE	ExPECTED	TO	
ADHERE	TO	THESE	MEASURES.

Where biometric systems are in 
operation, gates and tag systems 
the University will endeavour to 

ensure these are Covid-19-proof

no staff meetings in boardrooms 
will be allowed, except where a 

minimum of 1.5 meters between staff 
members can be maintained.

The flow of movement of staff, 
students, public in one direction 

through departments/ buildings will be 
implemented	(i.e.	separate	entrance	
and exit, arrows directing movement)

Implement barriers between individual 
workstations;

Provide staff with face shields or 
visors; 

relocate staff members to another 
location that complies with social 

distancing requirements; or

Place staff members on a shift roster 
to reduce the number of staff 

members reporting to work at the 
same time.
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Commencement of the academic programme
We will continue with the Academic programme on 01 June 2020. Our teaching staff, 
academic support staff, tutors, mentors and the administrative arm of the University are 
preparing to the very last detail all the things that need to take place in order to make the 
learning experience for the remainder of 2020 is more comfortable for you. 

How will this be rolled out 
Teaching and learning will continue on 01 June, and this will consist of various forms of content 
presentation/interaction. You will be informed by your lecturer on how he/she will proceed. The 
department will develop in advance, a week by week plan which will highlight daily activities of 
your learning.

Our approach will be Multi-Modal
Target very specific topics of the syllabus - we will do this in small manageable units of 
learning.

LMS 
Blackboard

Print material, 
worksheets, 
manuals, 
workbooks

Memory 
sticks, 
video files 
and lecture 
material

Use of other 
social media 
like WhatsApp, 
Facebook, etc.

The use of real 
life/relevant 
examples for 
your learning

ExAMPLES OF MODES

ACADEMIC UNDErGrADUATE

ACADEMIC UNDErGrADUATE
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Assessments
We are working very hard to ensure that assessment methods will be adapted to the 
circumstances we find ourselves in. As and when everyone has covered a fair amount 
of learning, assessments will be based on that. This will be continuous in nature. The 
idea of an assessment is to establish the extent to which you have learnt.

Training/ Help 
on use of 
technology 

Online help on use of technology and 
training will be available

Student support
Tutors will be available as well as 
mentors, rOs and TAs

Some may have registered late and we will provide a track 
for those to catch up. Whilst we will have multiple tracks, we 
will ensure that all will finish the syllabus by the required time.
We will be posting/ couriering learning materials to you. 

Students who experience difficulties in respect of not having 
electricity or internet reception or where current residence 
is not conducive to learning, should contact the relevant 
lecturer/HOD/secretary soonest (or immediately) to make 
special arrangements in order to find an alternate place to 
study, for example, a nearby community centre or municipal 
library.  Always remember that not all our work will be online 
as we will mix our learning and teaching delivery methods.

No student will 
be left behind - 
we will implement 
our teaching & 
learning strategies 
that are suitable 
for students in the 
various modules.  
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Lecturer Support
Your lecturer will have constant contact with you and you 
are welcome to make contact with your lecturer should you 
experience any difficulty.

 

Correct physical address or post office details where we can post 
learning materials to you, as applicable, and where it is convenient 
for you to collect them. We will have on record your address details, 
however if this has changed then you should contact your lecturer/
HoD/Departmental Secretary.

 
Register	your	cellphone	numbers	as	requested	already.

 

Please contact the Faculty Office/HoD if your registration is not 
finalised 

Academic Terms
We are working very hard on our academic calendar and will communicate with you shortly 
on the specific academic calendar dates which will spell out amongst other things:

What we require from you

semester dates date of publication 
of marks and results 

registration dates 
for the 2nd semester

We will 
walk this path 

together.

urGENT

ACADEMIC UNDErGrADUATE
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Plans we are still working on
Practicals and laboratory work - and how this will be done in light of the Lockdown. 
Faculty Deans will be communicating with you as soon as we have developed 
a workable plan.

Work Integrated Learning (WIL)

Those	students	that	may	be	going	into	work	Place	Based	Learning	(wPBLPL)	or	are	
due	for	wPBL	are	requested	to	consult	with	your	wPBL	lecturer.		

Note that in some instances WPBL is largely determined by the rules of the 
lockdown.

It is therefore necessary for you to check with your lecturer about the availability 
of workplace-based placements with industries that are able to operate given our 
current circumstances.

Alternate assessments, in some instances, for Workplace-based learning are being 
developed by academic programmes. You will be kept informed.
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Communication to students

INSTITUTIONAL	MESSAGES
Institutional messages will be released and these messages will be applicable to all 
students of the University. These will be very broad in nature. And will come from 
Executive management or the Vice Chancellor.

fACULTY	MESSAGES
Faculty messages will be coming from the Deans of Faculty who will communicate 
with you on matters pertaining to the Faculty in which you are registered.  Note that 
this message will be applicable to the Faculty that you are registered in. This may 
be different from other Faculties that other students will be registered in.

DEPARTMENTAL	MESSAGES
Departmental messages will be released to you by the Head of Department and 
they pertain to the specific Qualification that you are registered for. Note that this 
message will be applicable to the Department you are registered in. This may be 
different from other Departments that other students will be registered in. If you are 
uncertain or confused, please contact the Head of Department. 

MODULE/	SUBjECT	LECTURER		MESSAGES
This message will pertain to the specific module that you are registered for and this 
will be very detailed information about the Teaching learning and assessment of the 
specific module that you are registered for. Note well that these messages may be 
different from messages of other module lecturers. If you are uncertain or confused, 
please contact the subject/module Lecturer.

Please take careful note that ALL communication from the University will come from 
the official university website Or via Blackboard for subject-specific information. Your 
subject lecturers may communicate using other platforms such as WhatsApp, etc. 

1

2

3

4

ACADEMIC UNDErGrADUATE
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CORONAVIRUS SCAM ALERT

Watch out for these scams!
After global phenomena, natural disasters or pandemics like COVID-19 occur, there is often 

an increase of opportunistic internet criminal activity. The bad guys are preying on your fear and sending 
all sorts of scams related to the Coronavirus (COVID-19).

Malicious websites with 
the purpose of infecting 
your device with malware. 
Watch out for sites such 
as Coronavirus(.)com or 
Corona-virus-Map(.)com. 
Since January there have 
been thousands of websites 
registered containing the 
word “corona” and many of 
those are suspicious. Some 
of these websites distribute 
malware.

MALICIOUS WEBSITES

Below are some examples of the types of scams you should be on the lookout for:

Never click on links 
or open attachments 
from an email that you 
weren’t expecting.

If you receive a suspicious email that appears 
to come from an official organisation such as 
the WHO or the South African Department of 
Health, report the email to your security team to 
double check.

If you want to make a charitable donation, go to 
the charity website of your choice to submit your 
payment. Type the charity’s web address in your 
browser instead of clicking on any links in emails or 
other messages.

REMAIN CAUTIOUS! PROTECT YOURSELF FROM SCAMS LIKE THIS:

SPAM EMAILS

Spam emails try to grab your 
curiosity by using conspiracy 
themed catch-phrases, like 
‘censored’, to try and sell 
information (paid-for videos) 
or goods now in high demand 
e.g. masks, hand sanitisers or 
vitamins.

PHISHING SCAMS

Phishing scams that appear 
to come from organisations 
such as the CDC (Centers for 
Disease Control) or the WHO 
(World Health Organisation). 
Scammers have crafted emails 
that appear to come from these 
sources, but actually contain 
malicious phishing links or 
dangerous attachments.There 
are also emails that claim to 
have a “new” or “updated” list 
of cases of Coronavirus in your 
area. These emails contain 
dangerous links.

FAKE
!

FAKE CHARITIESFAKE INTERNAL HR 
OR IT COMMUNICATION

Fake internal HR or IT 
communication such 
as coronavirus surveys 
impersonating your HR or IT 
department - the objective 
here is to steal your 
username and password.
To access the “document” 
or “survey”, the recipient 
has to provide their Office 
365 credentials on a fake 
site – thus compromising 
their Office 365 account.

!

?

Fake charities emails 
and websites that ask 
for charity donations for 
studies, doctors, or victims 
that have been affected by 
the COVID-19 Coronavirus. 
Scammers often create 
fake charity emails 
after global disasters 
or pandemics like the 
COVID-19 outbreak.

FAKE
!

Content and graphics courtesy of
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The CPUT Management continues to assess the situation around the COVID-19 
pandemic by reviewing all national and international information and developments. 
The CPUT Business Continuity team, in particular, has been mandated with monitoring 
decisions, reports and all information from relevant agencies such as the World Health 
Organisation (WHO); South African Government [i.e. Presidency; National Institute for 
Communicable Diseases (NICD); DHET and other relevant Government departments; 
relevant private sector entities; as well as other Higher Education Institutions and 
Universities South Africa (USAf).

As we prepare to continue with work during this period, we hope that all academics, 
researchers, supervisors and postgraduate students are ready to continue some research 
related activities. One of the biggest challenges will be to stay engaged and motivated 
during these uncertain times. Some might feel very overwhelmed and uncertain, but be 
assured that you are not alone and that all postgraduate students and supervisors, not 
only at CPUT, but the rest of South Africa, are going through this. We are all in uncertain 
and unfamiliar situations and will have to work together as a team.  

ACADEMIC	STAff	AND	POSTGRADUATE	SUPERVISORS

Academic staff and postgraduate supervisors are expected to continue their postgraduate 
supervision and stay in contact with their students, to provide the necessary guidance 
and support using alternative communication methods and digital platforms. Supervisors 
are encouraged to focus on supporting students with literature reviews; proposal writing; 
thesis/dissertation writing; article writing; and other desktop related work while off campus. 
This can be done with support from the Centre for Postgraduate Studies (CPGS) and the 
Library with more information on support services to follow below. 

ACADEMIC POSTGrADUATE
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POSTGRADUATE	STUDENT	RESEARCH	
AND	EDUCATIONAL	ACTIVITIES

Postgraduate students busy with course-based Masters subjects must follow the 
instructions as communicated from their respective faculties, departments and lecturers.

Postgraduate students: Let us assist you 

The Centre for Postgraduate Studies (CPGS) will be conducted a survey amongst all 
postgraduate students to determine who has access to internet and enabling devices. All 
registered Masters and Doctoral students should already be registered on the HDC digital 
system, which allows us to track student progress. To this end, all registered Masters and 
Doctoral students (especially new students) that have not yet registered on the HDC digital are 
required to activate their digital accounts as soon as possible.

COnTACTS
Centre for Innovative Educational 
Technology (CIET),   
Prof Eunice Ivala

  IvalaE@cput.ac.za

Learning Development Unit
Shahieda Hendricks

  HendricksSh@cput.ac.za

Prof Eunice Ivala at the Centre for Innovative Educational Technology (CIET) and Ms 
Shahieda Hendricks at the Learning Development unit are ready to support staff with 
training and development on the use of available and CPUT supported digital platforms. 
Please make use of every opportunity for training and development on your specific needs. 

HODs are required to link all registered postgraduate students to supervisors and co-
supervisors on the Higher Degrees Committee (HDC) digital system with immediate effect.
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All postgraduate students busy with field work should, in conjunction with their supervisors, 
immediately make an assessment and evaluate when this work will realistically be able to 
continue with the aim of minimising the spread of the virus, safeguarding the researchers, 
students and individuals at the research sites; and in line with legislation around the pandemic. 

Postgraduate students that already have an approved proposal and ethical clearance involving 
electronic surveys and data collection, should engage their supervisors to make an assessment 
and evaluate if this work can continue. Things to consider include whether a representative 
sample and response can be obtained, and the decision to proceed can therefore include 
advice from the Faculty HDC (FHDC), in conjunction with the Faculty research Manager/
Coordinator or Assistant Dean: research and Innovation.

Postgraduate students are encouraged to use this time to focus on literature reviews; writing of 
proposals, theses, dissertations and articles; ethics applications and any other desktop related 
work while off campus. This can be done with support from their supervisors, the library and the 
CPGS, with more information on support services to follow below. 

POSTGRADUATE	CONTACTS

Centre for Postgraduate  
Director, Prof Burger

  BurgerD@cput.ac.za
Manager, Dr Uys

  UysC@cput.ac.za

Postgraduate Coordinator
Mr Wendal Koopman

  KoopmanW@cput.ac.za
for any queries on HDC digital

register online 
on HDC https://
www.cput.ac.za/
research-technology-
and-innovation/
postgraduate/digital 

Load research 
topics on the 
HDC digital 
platform

Guidelines are available 
on the online system on:
•	 How	to	login	to	the	

system
•	 How	to	submit	the	

title using the system

All HDC digital 
guidelines are 
available on the 
CPGS website.
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ACADEMIC POSTGrADUATE
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RESEARCH	ACTIVITIES	TO	ASSIST	
IN	fIGHTING	THE	COVID-19	PANDEMIC

Staff are encouraged to participate in any health related research and innovation that 
could benefit and assist the national health system in contributing to combating this 
pandemic, as well as any other life threatening diseases. Approval will be considered on 
a case-by-case basis. 

We are aware that some researchers and technology stations are already involved in 
projects related to personal protective clothing, health and food products, as well as 
teaching and learning aspects; that some staff from the faculty of Health and Wellness 
Sciences have already put their names on a volunteer list should there be a need and 
that a number of staff serve on regional and national committees. 

We want to thank those staff members and express our sincere appreciation for their 
willingness to support the National Health System and the frontline workers to help 
combat this pandemic. 
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TIPS FOR SUCCESSFUL 

VIDEO CONFERENCING

Content and graphics courtesy of

SET UP 
BEFOREHAND1

 Camera is eye level (raise 
camera on a shoebox or books)

 Lighting is correct (no windows 
behind you)

 Be mindful of your surroundings

MUTE YOUR 
MICROPHONE4

 When you enter 
the meeting after 
saying hello

 When you are          
not speaking

BAD INTERNET 
CONNECTION3

 Try turning off 
your camera

AUDIO 
QUALITY2

 Most important!

 Phone is on silent

 Background silence
We recommend using external 
hardware for audio such as USB 
headset or a USB microphone

SPEAKING8
 Leave a small pause 
after someone speaks

 Don’t interupt or cut others 
off, even if you disagree

 Raise your hand if you need 
to interject

PRESENTING?6
 Your presentation will be 
the focal point of the meeting, make 
sure it’s good!

 Visuals that capture the eye and the 
subject

 Minimal text

LEADING?7
 Introduce 
yourself when 
you join the 
meeting

 Encourage 
others to                                    
do the                                              
same

PREPARATION5
 Plan in advance as this 
is like any other meeting

 Dress appropriately
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LIBrArY SUPPOrT
Staff and students can access most of the library resources online. To access:

LIBRARY	RESEARCH	SUPPORT
The library’s electronic resources for research support remains available and can be 
accessed at the following links:

eBOOkS 

In addition, the CPUT’s available digital resources, 
engagements are ongoing with publishers and 
some have already lifted the restrictions on the use 
of their available resources and material during this 
period. Some universities have also made their 
resources available. Please visit the library site 
to access free textbook from publishers such as 
Elsevier.

INTERLIBRARY	
LOANS	SERVICES

Articles can be requested 
through the online interlibrary 
loan services. The procedure 
for how to place your request 
was explained in a Newsflash 
sent out on 6 April 2020.

LIBRARY	CONTACTS

Through the virtual support available on the CPUT library 
website at https://www.cput.ac.za/lib and on the 
right-hand side of your screen, you will see a blue button 
called “Ask Us”. “Ask Us” allows you to send a query and 
you receive a reply within 24 hours. The librarians are on 
hand to assist regardless of its complexity. This service is 
available from 08:00 to 16:30 Monday to Friday.

For any other 
queries please email: 
librarysupport@cput.ac.za 
and your queries will be 
re-directed to the correct 
support librarian for your 
area/faculty.

Open the 
CPUT website 

(www.cput.ac.za)

Click 
“Library”

See the 
search box

Type your keywords 
and click the 
search button 

Electronic	Theses	and	Dissertations	
(http://etd.cput.ac.za/

Institutional 
Repository

Research	
Support Guides 

TIPS FOR SUCCESSFUL 
VIDEO CONFERENCING

Content and graphics courtesy of

SET UP 
BEFOREHAND1

 Camera is eye level (raise 
camera on a shoebox or books)

 Lighting is correct (no windows 
behind you)

 Be mindful of your surroundings

MUTE YOUR 
MICROPHONE4

 When you enter 
the meeting after 
saying hello

 When you are          
not speaking

BAD INTERNET 
CONNECTION3

 Try turning off 
your camera

AUDIO 
QUALITY2

 Most important!

 Phone is on silent

 Background silence
We recommend using external 
hardware for audio such as USB 
headset or a USB microphone

SPEAKING8
 Leave a small pause 
after someone speaks

 Don’t interupt or cut others 
off, even if you disagree

 Raise your hand if you need 
to interject

PRESENTING?6
 Your presentation will be 
the focal point of the meeting, make 
sure it’s good!

 Visuals that capture the eye and the 
subject

 Minimal text

LEADING?7
 Introduce 
yourself when 
you join the 
meeting

 Encourage 
others to                                    
do the                                              
same

PREPARATION5
 Plan in advance as this 
is like any other meeting

 Dress appropriately
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Covid-19
Contingency

Manual

While we all work 
our way through this 
uncertain and unfamiliar period, 
please remember that 
you are not alone. 

Your wellbeing is important to us. 

Please stay safe and 
adhere to social distancing 
guidelines to help stop 
the spread of the disease.

Covid-19

Contingency
Plan

Staff
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COMPUTEr AND 
TELECOMMUNICATIONS 
SErVICES (CTS) ICT
A	state	of	‘Business	as	Unusual’	has	been	created	for	CTS	as	well	as	other	
universities by compelling staff to work from home and forcing students to 
adapt to a multimodal learning model.

Given that the shutting down of our campuses does not invalidate our collective 
and individual KPIs, it is imperative that we continue to be productive while we 
are working remotely. For the purpose of ensuring continuity of service, the CTS 
Management appeals to the staff to use digital platforms and collaborative tools 
to deliver on their daily outputs, even as they work from home.

CTS also continues to build capacity in its network infrastructure by planning the 
rollout of a new Firewall and upgrading end-of-life networking equipment.

Technology services are one of the key players in navigating this crisis, and 
more importantly, taking care of our stakeholders. CTS has endeavoured to 
use this time of uncertainty and anxiety to apply empathy and flexibility from the 
technologies that we use.  This focus on people also extends to working with 
contingent workers and vendors, some of whom are part of the essential services 
staff on site. We are grateful for their service.

So, as we shift our work patterns and are confronted with what can seem like 
a dizzying array of tools with little experience of how to use them effectively, 
let us assure you that the CTS department is here to guide you through these 
challenges so together we can complete the 2020 academic year.
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STAFF ICT readiness 

DEVICES	fOR	STAff 

CTS have procured a certain amount of laptops for staff. Staff will be given an opportunity 
to request a laptop from the pool, based on certain criteria that we will share in the coming 
few days. Each request will be dealt with on a case by case basis and would need to be 
supported by your HOD and Dean/Director. For those staff members were not able to receive 
a laptop, CTS will facilitate the relocation of your desktop to your home. There would have to 
be special circumstances for this to occur and certain terms and conditions would apply. CTS 
is working on a 4-year strategy to replace all desktops with laptops. 

DATA	fOR	STAff

CTS have negotiated a deal with our new cellular service provider, Telkom, to provide staff 
who have to work from home and who do not have any network connectivity, with a dongle 
and Sim card. Many staff have CPUT provided dongles already but if you don’t have one and 
require it, please get your HOD and DEAN/ Director to approve your request and send it to 
the CTS Service Desk. The provision of the new dongles will take in the next few weeks.

Virtual Meetings

Meetings can be held with the use of Microsoft Teams or Zoom. 
Lecturers are allowed to use any technology that they feel it will 
advance their teaching. To that end MS Teams has been integrated 
into Blackboard. CTS will provide support on MS Teams and Zoom 
while CIET will provide support on Blackboard Collaborate. Should 
staff experience challenges in setting up these technologies then 
they should log call with the CTS Service Desk.

COMPUTEr AND TELECOMMUNICATIONS SErVICES (CTS) ICT
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STUDENT ICT readiness 

DEVICES	fOR	STUDENTS 

CPUT has procured a certain amount of devices for students in support of multi-modal 
teaching. We are also still working with the Department of Higher Education (DHET) to 
procure more devices so that all NSFAS students will have a device. In the coming weeks we 
will be creating a digital register where students can log that they do not have access to a 
device. That way we can target those with the greatest need first. Whatever criterion we use 
for the distribution of the devices, we will be as transparent and inclusive as possible.  

DATA	fOR	STUDENTS

Students are encouraged to update their cell phone numbers on record with the institution. 
CPUT is concluding agreements with all mobile network operators, as negotiated by 
USAf and DHET, to assist students with connectivity access to learning material. Once an 
agreement is reached with all mobile network operators, which will happen in the coming 
weeks, this number will be used to assist students with data for access to learning material.

Zero-rated websites
Cell C, Telkom, Vodacom and MTN have all agreed to CPUT’s request to zero-rate access to 
certain CPUT websites. 

This kind of support is essential to continue teaching and learning online, especially while the 
practice of physical distancing continues in order to limit the spread of COVID-19.
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The table below indicates what UrLs each mobile network operator has zero-rated:

Description URL

CPUT website http://www.cput.ac.za
https://www.cput.ac.za

OPA Staff 
Portal

http://opa.cput.ac.za
https://opa.cput.ac.za

Student emails http://www.cput.ac.za/mycput  
https://www.cput.ac.za/mycput

Student Online 
Service

http://www.cput.ac.za/students/about/sos  
https://www.cput.ac.za/students/about/sos

Examination	
Results

http://www.cput.ac.za/students/about/results  
https://www.cput.ac.za/students/about/results

Track 
Application

http://www.cput.ac.za/study/track  
https://www.cput.ac.za/study/track

Assessments 
Timetable

http://www.cput.ac.za/students/about/exam-timetables  
https://www.cput.ac.za/students/about/exam-timetables

MyClassroom 
Learner 
Management 
System

http://myclassroom.cput.ac.za/  
https://myclassroom.cput.ac.za/

CPUT Library http://www.cput.ac.za/lib               
https://www.cput.ac.za/lib

Library sites https://cput.primo.exlibrisgroup.com/

https://cput.alma.exlibrisgroup.com/

https://cput.figshare.com

Sabinet https://sabinet.co.za

OCLC https://www.oclc.org

COMPUTEr AND TELECOMMUNICATIONS SErVICES (CTS) ICT
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CTS Security readiness
As the COVID-19 outbreak has necessitated the need for our staff to work remotely or 
from home, CTS are certainly thinking about how new remote-work policies expand the 
attack surface of unprotected home networks.

Now that remote work has become the new normal, CTS has developed a checklist for 
remote employees to improve their overall security settings while working from home.

Home networks are often insecure because wireless routers and modems focus on ease 
of use right out of the box, but most modern routers come with more granular security 
controls that are turned off by default. People with older wireless routers may also be set 
up with less-secure configurations.

CTS will assist those working remotely so they can help make 
home networks and remote work more secure. 
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 @wearecput

 www.facebook.com/cput.ac.za

 +27 21 959 6767
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