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1.

Preamble
CPUT takes its responsibilities toward the health and safety of its staff members, students
and all persons entering CPUT campuses and residences extremely seriously. It is for
this reason CPUT has compiled this Workplace Plan which details the measures CPUT
will be implementing to ensure CPUT campuses are Covid19 Ready. This Workplace
Plan and attached Annexures provide a high-level overview of the measures CPUT has
implemented to make CPUT campuses Covid-19 Ready. Many of the measures covered
herein are covered in greater detail in specific SOP’s and/ or protocols. These SOP’s and
protocol can be provided should they be required.
Whilst the Workplace Plan is specifically aimed at covering the measures that will be
applicable to CPUT staff, it is acknowledged that CPUT students and members of the
public entering CPUT campuses are stakeholders of CPUT and their health and safety
must at all times be considered and protected. For this reason, many of the measures
detailed in this policy will equally apply, mutatis mutandis, to CPUT students and members
of the public entering CPUT campuses.
This Workplace Plan will be reviewed and updated as new risks relating to Covid-19 are
identified and additional faculties/ departments are permitted to return to campus.

2.

The date the University will open and hours of opening
The table below provides a guideline as how CPUT will comply with the relevant Alert
Levels and the need to ensure social distancing measures (including the number of
employees reporting to campuses) are implement in line with the Alert Level categories.
The return to work at campuses is further regulated by the direction issued by the Minister
of Higher Education, Science and Innovation in relation to students returning to campuses
and residences.
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ALLOWED ON CAMPUS

POINTS TO NOTE

ALERT
LEVEL

• Essential service roles (i.e.
Campus Protection Services).

• Staff who are 60 years and older are advised to
remain at home.
• Staff with comorbidities (vulnerable employees) are
advised to remain at home.
• Staff who are authorised to work from home must
do so.
• Staff who are not authorised to work from home
(and not performing an essential service) must
remain at home.
• Staff returning to campus will be encouraged to use
the HealthApp and will be screened for symptoms of
Covid-19 before entering the campus.
• Staff returning to work will be educated on the
various protocols relating to Covid-19 (i.e. wearing
of masks, sanitizing and social distancing).
• Deans and Directors of faculties and departments
allowed to return to campuses will need to compile
and submit a workplace plan specific to their
faculty/ department indicating the measures they
will implement to ensure the workplace is Covid-19
ready.

ALERT
LEVEL

• Roles allowed under Alert Level 5.
• Executive Management.
• Academic staff teaching final year
clinical students.
• Facility maintenance and cleaning
staff.
• CTS.
• Student Affairs (residences and
health & wellness cluster).
• Health & Safety Officers.
• Human Capital.
• Finance.
• Other staff as identified by
CPUT to perform functions
under Alert Level 4 (e.g. design,
manufacturing, and supply of PPE)
Engineering.
• FID Technical staff.

• Staff 60 years and older are advised to remain at
home.
• Staff with comorbidities (vulnerable employees)
are advised to remain at home.
• Staff who are authorised to work from home must
do so (unless they fall into the allowed to work
from campus roles that are required to return to
campus).
• Staff returning to campus will be encouraged
to use the HealthApp and will be screened for
symptoms of Covid-19 before entering the
campus.
• Staff returning to work will be educated on the
various protocols relating to Covid-19 (i.e. wearing
of masks, sanitizing and social distancing).
• Deans and Directors of faculties and departments
allowed to return to campuses will need to
compile and submit a workplace plan for their
faculty/ Department indicating the measures
they will implement to ensure the workplace is
Covid-19 ready.

5

4
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ALLOWED ON CAMPUS

POINTS TO NOTE

ALERT
LEVEL

• Roles allowed under Alert Level 4
and 5.
• Staff who are not authorised/
refused to work from home.
• Academic staff linked to categories
of students that have been allowed
to return to campus.

• Staff 60 years and older are advised to remain at
home.
• Staff with comorbidities (vulnerable employees)
are advised to remain at home.
• Staff who are authorised to work from home must
do so.
• Staff returning to campus will be encouraged
to use the HealthApp and will be screened for
symptoms of Covid-19 before entering the
campus.
• Staff returning to work will be educated on the
various protocols relating to Covid-19 (i.e. wearing
of masks, sanitizing and social distancing).
• Deans and Directors of faculties and departments
allowed to return to campuses will need to
compile and submit a workplace for their faculty/
Department indicating the measures they will
implement to ensure the workplace is Covid-19
ready.

ALERT
LEVEL

• Roles allowed under Alert Level 3,
4 and 5.
• Staff who are only able to perform
less than 60% of their normal
duties from home.
• Additional academic staff linked to
categories of additional students
that have been allowed to return to
campus.

• Staff 60 years and older are advised to remain at
home.
• Staff with comorbidities (vulnerable employees)
are advised to remain at home.
• Staff who are authorised to work from home must
do so.
• Staff returning to campus will be encouraged
to use the HealthApp and will be screened for
symptoms of Covid-19 before entering the
campus.
• Staff returning to work will be educated on the
various protocols relating to Covid-19 (i.e. wearing
of masks, sanitizing and social distancing).
• Deans and Directors of faculties and departments
allowed to return to campuses will need to
compile and submit a workplace plan for their
faculty/ Department indicating the measures
they will implement to ensure the workplace is
Covid-19 ready.

3

2
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ALLOWED ON CAMPUS

ALERT
LEVEL

1

• All staff (unless the option to
continue working from home has
been approved by the relevant
Dean/ Director).

POINTS TO NOTE
• Staff 60 years and older will be required to return
to work at campuses.
• Staff with comorbidities will be required to return
to work at campuses
• Staff returning to campus will be encouraged
to use the HealthApp and will be screened for
symptoms of Covid-19 before entering the
campus.
• Staff returning to work will be educated on the
various protocols relating to Covid-19 (i.e. wearing
of masks, sanitizing and social distancing).
• Deans and Directors of faculties and departments
allowed to return to campuses will need to
compile and submit a workplace plan for their
faculty/ Department indicating the measures
they will implement to ensure the workplace is
Covid-19 ready.

NOTE: These are guideline categories and will be revised in accordance with any new Directives issued
by Government or the Minister of Higher Education, Science and Innovation

3.

Timetable for phased return-to-work
Version 1 of the Workplace Plan specifically deals with the return to work of staff permitted
under Alert Level 4. A revised version of the Workplace Plan (version 2) will be drafted
and submitted as the various facilities/ departments confirm which roles will be returning
to work (in accordance with the guidelines contained in the table above) as well as the
additional measures these facilities/ departments will implement to ensure they are
Covid-19 Ready.
A revised version of the workplace plan annexures for level 3 is already being drafted and
submitted. Your line manager will communicate directly with you once the workspace is
fully prepared by the below level 4 team. These annexures are not attached for confidential
reasons.
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4.

Management structure for dealing with Covid-19 issues
CPUT Executive Management accept that the Covid-19 pandemic raises new and unique
problems and situations that require customised and carefully considered policies and
procedures to ensure the health and safety of all stakeholders. For this reason, Executive
Management (EM) have created a Covid-19 Business Continuity Project and appointed a
Covid-19 Compliance Officer, who reports into the DVC Operations.
The Covid-19 Compliance Officer will lead the Covid-19 Business Project Task Team,
which will include representatives from the Health Cluster of the University as well as
representatives of Human Capital and Property & Protection Services.
The Task Team, with the Covid-19 Compliance Officer as the chair, will be responsible for
gathering relevant information, recommending possible courses of action, drafting policy
and (once approved) ensure the implementation of policies approved by the Executive
Management committee.

#KeepCreatingYourFuture

6

NEW EDITION

Covid-19
Staff
Contingency
Plan
5.

Steps taken to get the workplace Covid-19 ready
CPUT has identified the following keys areas and risks which need to be addressed to
make CPUT campuses Covid-19 Ready. The areas listed are generic across all CPUT
campuses, departments, and faculties. In addition to the identified areas below, Deans
and Directors will be required to identify specific areas and risks that may need to be
addressed to make their department or faculty Covid19-Ready.

5.1

Cleaning & sanitizing of facilities and buildings
CPUT Campus Cleaning Services will be adopting a four-pronged approach to cleaning
and sanitizing campuses:
• Specialised cleaning unit – a specialised cleaning unit (squad) will be created per
campus. Staff in this team will be tasked with sanitizing areas where a high risk of
contamination of Covid-19 has occurred (i.e. where a staff member has reported
symptoms of Covid-19 whilst at work). Staff in these squads will be provided with
additional training relevant to the duties they will be performing and will be provided
with a spray gun and other relevant sanitizing equipment as per the Department of
Health guidelines. Where appropriate, this function will be performed by a suitably
trained external service provider.
• Daily cleaning – From 4 May 2020 all campus buildings and facilities (including
student centres and libraries) were sanitized and disinfected with disinfecting sprays
and foggers. On return to work, CPUT cleaning staff will then carry out daily cleaning
of campus buildings. Schedules for the regular cleaning of high touch points
throughout the day will be implemented and monitored.
• Weekly sanitizing – CPUT cleaning staff, and an appointed external service provider
(where required), will be tasked with doing additional sanitizing of campus buildings on
a weekly basis.
• Deep cleaning – All campuses were scheduled for deep cleaning during the last week
of May 2020. Campuses and common areas of all residences (kitchens, bathrooms,
corridors, etc) will be cleaned and sanitized with disinfecting sprays and foggers. The
need for further deep cleaning will be assessed going forward.

5.2

Personal Protective Equipment (PPE)
CPUT acknowledges that different faculties/ departments may require additional PPE
based on the risk assessment conducted for their area. These additional PPE’s (e.g. face
shields, gloves, etc) will be addressed in the faculties/ departments specific reports which
will appear as Annexures to this Workplace Plan.
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The basic PPE that will be made available to all staff will include:
5.2.1. Cloth masks (minimum of 2 masks) will be provided to all staff members
returning to campus.
5.2.2. Hand sanitizers will be made available at the entrance to all buildings as well as
within the workplace (see section 5.3 below).
5.3

Sanitizing equipment at entry points and within workplaces
CPUT will make an alcohol based sanitizer (minimum 70% alcohol) available to all staff,
students and members of the public at all entrances and exits to campus buildings,
within workplaces, communal areas and high congestion areas where staff, students
and/ or members of the public are likely to converge.
5.3.1. Foot pump sanitizer dispenses have been procured and will be placed at all
entrances, exits and high congestion areas.
5.3.2. Loose bottles of hand sanitizer will be made available in all workplaces for use by
staff, students, or members of the public.
5.3.3. Equipment cleaner for computers, printers, telephones, etc have been procured
and will be made available to staff in their workplaces.
5.3.4. Cleaning equipment for the wiping down of surfaces (i.e. desks and chairs) will
be made available to staff members wishing to disinfect their workstation in
addition to the disinfecting done by Campus Cleaning Services.

5.4

Screening for Covid-19 symptoms
The Department of Higher Education, Science and Innovation has made a Covid-19 Digital
Risk Assessment and mapping tool (known as “HealthCheck”) available to all staff and
students. This app allows for the early detection, mapping and management of Covid-19
cases using USSD, WhatsApp and a simple web-based form. All staff and students will
be encouraged to utilise the app daily before coming to campus. A confirmatory message
will be issued to staff and students who “pass” the screening assessment.
5.4.1. Prior to arriving at work
5.4.1.1. Staff members will be encouraged to do an initial self-screening
(preferably via the HealthCheck app) for symptoms of Covid-19 before
leaving home for work. These symptoms are recorded as: high
temperature, sign of a cough, sore throat, redness of eyes, shortness
of breath or difficulty breathing.
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5.4.1.2. In addition, staff will be required to inform their line manager should
they suffer from any of the following additional symptoms: body aches,
loss of smell or loss of taste, nausea, vomiting, diarrhoea, fatigue,
weakness or tiredness.
5.4.1.3. Where a staff member has any of the symptoms referred to in 5.4.1.1
or 5.4.1.2 they will be required to remain at home until the symptoms
subside and/ or the staff member has tested negative for Covid-19
(where a test was deemed necessary by a medical practitioner or an
official of the Department of Health).
5.4.2. Arrival at work
5.4.2.1. All persons entering CPUT campuses will be required to be screened
daily for symptoms of Covid-19 (refer to clause 5.4.1.1 and 5.4.1.2)
and a record of the result of their screening will be made.
5.4.2.2. Staff who have a valid HealthCheck “pass” message will have this
HealthApp message checked and temperature taken, by a Campus
Security officer or an appropriately trained student or staff volunteers.
5.4.2.3. Staff and students who do not have a valid HealthCheck confirmatory
message, as well as members of the public and contractors, will be
asked by Campus Security officer or an appropriately trained student
or staff volunteers if they have any of the symptoms of Covid-19 (refer
clause 5.4.1.1 and 5.4.1.2), and have their temperature taken and
recorded.
5.4.2.4. Where a staff member, student or member of the public displays
symptoms of Covid-19 on arrival at a campus, the staff member/
student/ member of the public will not be allowed to enter CPUT
campus and will be given the option of either:
5.4.2.4.1. immediately leaving campus, or
5.4.2.4.2. proceeding to the Campus Clinic triage area for further
screening by a Campus Clinic nurse. (please see section
5.5 below for more information on the isolation protocol).
5.4.2.5. A detailed Screening Protocol has been attached as Annexure L.
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5.4.3. Whilst at work
5.4.3.1. Staff will be required to immediately disclose to their line manager
should they experience any of the symptoms listed in 5.4.1.1 and
5.4.1.2 above.  
5.4.3.2. In such cases the staff member will be treated in terms of the isolation
protocol addressed in point 5.5 below.  
5.5

Isolation protocols and detailed screening by nurses
5.5.1. CPUT will have a designated isolation area on each campus which will be staffed
with nurses from the Campus Clinic.
5.5.2. Staff member, students or members of the public who display any of the
symptoms of Covid-19 during screening at campuses will be given the option of
proceeding from the general screening area to the Campus Clinic triage area for a
more detailed screening by a nurse. Should the staff member, student or member
of the public “fail” the detailed screening they will be given the option of either:
5.5.2.1. leaving campus in their own vehicle to self-isolate or be tested at a
testing facility (this option is not available to people who make use of
public transport or walk throughs), or
5.5.2.2. proceeding to the isolation area to wait for transport to be arranged for
the person to be taken to a testing station.
5.5.3. Staff members who develop symptoms of Covid-19 whilst at work will be required
to immediately notify their line manager, and thereafter contact the Campus Clinic
(telephonically) to notify them of their symptoms, and then to report to the isolation
area or Campus Clinic, as directed by Campus Clinic staff.
5.5.3.1. The line manager must immediately inform Campus Cleaning Services
that the staff members workstation needs to be disinfected/ sanitized.
5.5.3.2. Campus Clinic will, where applicable, initiate the contact tracing
protocol.
5.5.4. Staff members who are required to proceed to the isolation area will be provided
with an FFP1 mask by the Campus Clinic.
5.5.5. The Campus Clinic will make arrangements for staff members, students and
members of the public who have “failed” the detailed screening by the Campus
Clinic nurses to be transported for a medical examination/ testing at one of the
identified testing centers which have been identified per campus.

#KeepCreatingYourFuture

10

NEW EDITION

Covid-19
Staff
Contingency
Plan

5.6

CPUT Campus

DoH Corona Virus Testing site for referral

District Six

Groote Schuur Hospital

Mowbray

Groote Schuur Hospital

Granger Bay

New Somerset Hospital

Bellville

Tygerberg Hospital

Wellington

Paarl Hospital

Athlone (when they open)

Tygerberg Hospital

Social distancing measures
5.6.1. Communal Areas
CPUT will be implementing the following measures to ensure minimal contact
between staff and, as far as practicable, ensure that a minimum of 2 meters is
maintained between staff while accessing/ utilising common areas within CPUT
campus buildings:
5.6.1.1. High traffic areas - erect barriers to provide for “one directional flow” of
people (i.e. separate entrances and exits).
5.6.1.2. Staircases - where practically possible, provide for “one directional
flow” of people up or down a staircase.
5.6.1.3. Lifts – Due to the relatively small size of most of the lifts at CPUT
campuses, only one (1) person will be allowed to utilise the lift at a
time, except where the second person is accompanying a person with
a disability. Staff will be encouraged to use the stairs as the preferred
option to access different floors.
5.6.1.4. Meeting and Conference rooms – Specific measures will be
considered for all meeting and conference rooms depending on their
size, ventilation, and entrance/ exit points. Notices indicating the
maximum number of persons allowed in a meeting or conference
room will be clearly displayed at the entrance points. Consideration
will be given to having separate exit and entrances.
5.6.1.5. Toilet facilities – Notices indicating the maximum number of persons
allowed in toilet facilities at a time will be clearly displayed at all
toilet facilities entrances. Staff who are working from campus will
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5.6.1.6.

5.6.1.7.
5.6.1.8.

5.6.1.9.

be encouraged to stagger their tea and lunch breaks to reduce
congestion in toilets over these periods.
Canteens – Currently only two CPUT campuses have indoor canteen
areas (Mowbray and Wellington campuses). Floor markings will be
put in place to demarcate the appropriate distance staff and students
will be required to maintain when frequenting these canteens. Many
of CPUT campuses have outdoor food trucks (not available under
Alert Level 4). Floor markings will be put in place to ensure staff
and students maintain social distancing when queuing. In addition,
signage will be erected to remind staff and students to apply social
distancing when sitting down to eat or drink.
Coffee stations – the tea/ coffee trolley which operates in certain
campus buildings will be stopped until further notice. Staff will be
encouraged to bring their own refreshments to work in flasks, etc.  
Smoking areas – CPUT buildings are designated smoke free zones
and as such there are no designated smoking areas within campus
buildings. Designated smoking areas will be created at appropriate
external sites.  Signage and floor markings will be put in place to
ensure social distancing is applied.
High traffic/ queuing points - Floor markings at 2-meter distance from
each other will be placed were staff and/ or students are likely to
converge or que.

5.6.2. Workplace/ workstations
Deans and Directors, in consultation with Facilities and Maintenance and
CTS, will be required to assess all work stations in their faculty/ department to
determine the most appropriate social distancing measures to implement in their
areas. Measures may include, but are not limited to:
5.6.2.1. Rearranging of the office configuration to ensure a minimum of 2
meters between individual staff members work stations,
5.6.2.2. Erect full body partitioning at staff members work stations (where
applicable),
5.6.2.3. Erect screens, especially for work stations that require face to face
interaction with colleagues, students and/ or members of the public
(including counselling rooms).
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5.7

Ventilation systems
To reduce the SARS-CoV-2 viral load in the workplace, CPUT will be implementing (or
continuing) the following measures relating to the ventilation systems operational at
campus buildings:
5.7.1. Installation of high-efficiency air filters,
5.7.2. Increasing ventilation rates in the work environment,
5.7.3. Introducing specialized negative pressure ventilation in certain settings (e.g.
airborne infection isolation rooms in healthcare settings and autopsy rooms in
mortuary settings),
5.7.4. Sanitizing spray to be used on each unit.  These are long lasting products
(about a month) and a schedule will be created to ensure all units are resprayed
according to recommended guidelines/ instructions,
5.7.5. Ensure strict compliance with manufacturer’s instructions regarding cleaning and
replacing filters and servicing of ventilation equipment.

5.8

Reporting protocol – positive Covid-19 status
The following reporting protocol has been implemented for staff members who have
tested positive for Covid-19:
5.8.1. All staff members will be required to report their Covid-19 positive status to the
University via their Line Manager, who in turn must report the positive test to
Campus Health as well as Human Capital Business Partner (HCBP).
5.8.2. Campus Health will establish and maintain a Central Register of Covid-19
positive staff members (and students).
5.8.3. Staff members will be 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.
5.8.4. The HCBP is required to inform Staff Wellness (SW) and Safety Health,
Environment Unit (SHE) and Campus Health of the positive Covid-19 status of
any staff member.

5.9. Education and training
CPUT acknowledges that education and training of staff and students on the measures
to minimise the spread of the Covid-19 virus as well as the symptoms of the disease is a
key component to the management of the pandemic both within CPUT and nationally.
The Wellness Cluster in conjunction with Marketing & Communications (MCD) and the
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Department of Higher Health will be creating appropriate awareness and educational
material. CPUT intends designing content to be distributed across the following mediums:
• Social media (Facebook, Instagram, Twitter, etc)
• Newsflash
• Instant messaging (i.e. WhatsApp, sms)
• Emails
• Webinar/ Teams/ Zoom
• Video clips – YouTube
• Webpage – www.cput.ac.za/about/covid-19
• Posters and flyers
• Login landing screen messages
• Induction/ return to work training (where applicable)
5.10 Reduced workforce
The categories of staff and students who will be allowed to return to campus is first
and foremost driven by the direction received from the Minister of Higher Education,
Science and Innovation. As direction is received from the Minister, DVCs, Deans and
Directors will be required to submit a written plan on how they will be implementing social
distancing measures within their faculty/ department, which will include consideration to
the staggered return to work of staff and/ or the reduction of staff reporting to work at any
given time (i.e. shifts, reduced compliment, etc).
5.11 Cleaning of masks
In terms of the OHS regulations, CPUT has an obligation to make arrangements for the
washing, drying and ironing of masks. CPUT is of the view that the most appropriate, and
hygienic, arrangement is for staff to be instructed to wash, dry and iron their own masks.
CPUT will provide staff with directions on how this should be done, and where applicable,
will provide staff with additional masks to ensure sufficient time for the drying and ironing
of masks between use.
Where a staff member indicates that they are unable to wash, dry and clean their own
mask CPUT will make arrangements for such masks to be collected and washed, dried
and ironed either at a residence washing facility or via an outsourced company. Staff
handing their masks in for communal washing will be informed that they will not be
guaranteed the return of the same mask post washing, drying and ironing.
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6.

Arrangements for staff
(a) Sanitary & social distancing measures and facilities at the entrance & exit to
the workplace
CPUT has implemented campus wide measures to address social distancing and
sanitary measures at entrances and exits to the workplace (please see sections
5.1 and 5.3 above).  In addition, Deans and Directors have included any faculty/
department specific measures they have implemented in addition to those
implemented across all campuses.
(b) Screening facilities and systems
CPUT has implemented strict screening and reporting measures and protocols
relating to Covid-19 (please see sections 5.4 above).  CPUT has also implemented
the Department of Higher Education, Science and Innovation Covid19 Digital Risk
Assessment and mapping tool known as HealthCheck.
(c) Attendance-record system and infrastructure
All biometric access control systems at residences have been deactivated. The
only other areas that have biometric access control systems are at the labs. These
biometric systems will be deactivated before staff and students are allowed to return
to the labs. A card reader access control system is being explored. In the interim
a manual recording system will be utilized, with appropriate measures for sanitizing
being implemented.
(d) The work-area of employees
CPUT will consider various measures to ensure work stations comply with social
distancing measures.  (Please see section 5.6.2 above)
(e) Any designated area where public is served
Under Alert Level 4 provisions no members of the public will be allowed onto
campus, with the exception of contractors performing maintenance or related work.
All persons entering CPUT campuses will be screened (see section 5.4 above).  
(f) Canteen and bathroom facilities
CPUT has implemented various measures to ensure social distancing is maintained in
canteens, bathroom facilities, etc (please see section 5.6 above)
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(g) Testing facilities
In consultation with the Department of Health, CPUT has identified a number of
testing facilities (see section 5.5.5 above) that can be utilised should staff or students
need to be tested for Covid-19. In addition, CPUT has created isolation areas for
staff and students who have reported to campus and then experience symptoms of
Covid-19 (please see section 5.5 above)
(h) Staff rotational arrangements
Deans and Directors will be required to consider staffing arrangement for their
faculties/ departments.

7.

Arrangements for students and members of the public including
contractors) entering campuses
CPUT will screen all persons entering campuses (i.e. staff, students, members of the
public and contractors). Any person who displays symptoms of Covid-19 will not be
allowed to enter the campus, beyond the screening/ isolation area. Staff and students
who “fail” the detailed screening will be sent to the isolation area (see section 5.5
above).
Contractors who “fail” the screening will not be allowed onto campus. They will be
advised to seek further medical assessment and to self-isolate. Where a contractor
has utilised public transport to arrive at a CPUT campus the contractor will be allowed
to report to the CPUT isolation area and will be treated under the same protocol as
students and staff (see section 4.5 above).  Procurement will be required to request
a copy of all contractor’s Workplace Plan and Covid-19 Risk Assessment to ensure
adequate measures have been implemented by the contractor.

8.

Assigned manager for dealing with staff representatives and
trade unions concerns
CPUT has appointed Nashira Abrahams, Human Capital Director: Employee Relations,
as the manager responsible for ensuring Trade Union Representatives and Employee
Representatives (if applicable) concerns relating to this workplace plan, and Covid-19
in general are heard and considered, as well as ensuring they are kept informed of any
changes to this workplace plan.
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VEHICLE OCCUPANT
SCREENING

ENTRY TYPE
All persons
entering
campus in a
motor vehicle
other than
busses and
taxis (maximum
3 occupants)

PROCESS
• Dedicated lane/s will be demarcated for those staff and
students who have a Health App confirmatory message
(daily)

WITH Health App

All persons
entering
campus in a
motor vehicle
other than
busses and
taxis (maximum
3 occupants)

HEALTH
APP

HEALTH
APP

WITHOUT Health App

VEHICLE OCCUPANT
SCREENING

ENTRY TYPE

#KeepCreatingYourFuture

• All occupants will have the confirmatory messaged checked
and temperature taken (done by Campus Security or a
volunteer students and staff)
• Pass screening – allowed to enter
• Fail screening – option of either:
3 Leave campus and go home/ testing facility
3 Proceed to Campus Clinic Triage area
• Campus clinic triage area will conduct a more detailed
screening
• If pass campus clinic screening – allowed to enter
• If fail campus screening – option of either
3 Leave campus in own vehicle to go home or to a testing
facility (referral letter will be provided)
3 Proceed to CPUT Isolation area and await transport to be
arranged to a testing facility
PROCESS
• Directed to screening area parking lot
• Occupants remain in vehicle – will have temp taken and
questionnaire completed in vehicle (done by Campus
Security or volunteer students and staff)
• Pass screening – allowed to enter
• Fail screening – option of either:
3 Leave campus and go home/ testing facility
3 Proceed to Campus Clinic triage area
• Campus Clinic will conduct a more detailed screening
• If pass campus clinic screening – allowed to enter
• If fail campus screening – option of either
3 Leave campus in own vehicle to go home or to a testing
facility (referral letter will be provided)
3 Proceed to CPUT Isolation area and await transport to be
arranged to a testing facility
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WALK-IN

ENTRY TYPE
All persons
entering
campus by foot
and all persons
entering
campus by bus,
taxi or vehicles
with more than
3 occupants

PROCESS
• Directed to express screening area/ lane for those staff and
students who have a Health App confirmatory message
(daily)

WITH Health App

All persons
entering
campus by foot
and all persons
entering
campus by bus,
taxi or vehicles
with more than
3 occupants

HEALTH
APP

• All persons will have the confirmatory message checked and
temperature taken done by Campus Security or volunteer
students and staff)

HEALTH
APP

PROCESS

• Pass screening – allowed to enter
• Fail screening – proceed to Campus Clinic
• Campus clinic will conduct a more detailed screening
• If pass campus clinic screening – allowed to enter
• If fail campus screening – option of either
3 Leave campus in own vehicle to go home or to a testing
facility (referral letter will be provided)
3 Proceed to CPUT Isolation area and await transport to be
arranged to a testing facility

• Directed to full screening area/ lane – students, staff,
contractors without Health App confirmatory message

WITHOUT Health App

WALK-IN

ENTRY TYPE

#KeepCreatingYourFuture

• Will be asked to answer symptom questions and have
temperature taken (done by Campus Security or volunteer
students and staff)
• Pass screening – allowed to enter
• Fail screening – proceed to Campus Clinic triage area
• Campus clinic will conduct a more detailed screening
• If pass campus clinic screening – allowed to enter
• If fail campus screening – option of either
3 Leave campus in own vehicle to go home or to a testing
facility (referral letter will be provided)
3 Proceed to CPUT Isolation area and await transport to be
arranged to a testing facility
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VEHICLE SCREENING FLOW DIAGRAM

WALK THROUGH SCREENING FLOW DIAGRAM
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Line managers are kindly requested to consult with their staff and follow the process below:
1.

Staff members are to review the list below and identify if they have one of the medical
conditions that have been highlighted by the WHO and other institutions:
3 Chronic lung disease or moderate to severe asthma
3 Serious heart conditions
3 Those who are immunocompromised, including cancer treatment
3 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
3 Pregnant women should be monitored since they are known to be at risk with severe
viral illness
3 Cancer treatment, bone marrow or organ transplantation, immune deficiencies, poorly
controlled HIV or AIDS, and prolonged use of corticosteroids and other immune
weakening medications

2.

Staff members who have any of these underlying conditions (comorbidity) are asked
to consult their medical practitioner to confirm whether they are to be classified as
a vulnerable staff member and confirm whether they are fit to return to work at a
campus.

3.

A staff member with a comorbidity must provide a medical certificate from a medical
practitioner registered with the Health Professions Council of South Africa confirming
the status of the staff member and whether they are fit to work or not. This medical
certificate will then suffice as proof that the staff member falls into this category. Staff
members are to be reminded that CPUT respects staff members right to confidentiality,
including the right not to disclose medical information. *

4.

Staff members must submit the medical certificate to their line manager by no later
than 5 June 2020 for approval.

5.

In addition, staff members who are required to self–isolate, on advice/instruction
from the Campus Clinic or an official from the DoH, must immediately notify their line
manager. In such cases the staff member must provide proof that they have undergone
a COVID 19 test. Where the test is negative the staff member should return to work.

#KeepCreatingYourFuture
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6.

Line managers must complete the attached template for their respective Departments
and submit to their respective HCBPs together with copies of the medical certificates.

7.

Staff members to please note that HC already has a list of staff members who are over
60 years and will not need to be included with the information requested above. As
such staff members in this category are to work from home.

8.

Line managers to also note that staff who are required to return to work under the
Level 4 and 5 restrictions and fall into the category of staff who have a comorbidity /
high risk condition and who were already included in the list sent to Lucina Reddy and
should not be included in this template. However, copies of these medical certificates
must be submitted to the HCBP to ensure HC has the record on file.
*

except where such information is required by CPUT in compliance with its health and
safety obligations

Please note we do not need to know the detail of the underlying condition. A medical
certificate from a medical practitioner confirming staff have a medical condition that
classifies them in the vulnerable employee category will suffice.

#KeepCreatingYourFuture
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NAME

SURNAME

FACULTY

DEPARTMENT

Comorbidity/High
Self
Risk Condition (place isolation/
an ‘X’ in the row if a Quarantine
staff member has a
cormobidity)

SUBMISSION LIST
Medical Certificate
received
electronically or
copy scanned in
(Put an x)

Line
Manager
approved
(Put an x)

Authorised
Not
to work Authorised
from
to work
home
from
home

Refuse
to work
from
home

Essential Services
staff member
or staff member
permitted to work
on campus
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GUIDELINES ON
LEAVE APPLICABLE
TO VARIOUS
SCENARIOS UNDER
COVID-19
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The Human Capital team have also worked on a set of Frequently Ask Questions relating to
this point. These FAQ’s are attached to this Newsflash.
The payment options provided for under the different scenarios have considered, and
comply with, CPUT Leave Policy and the following legislation:

COVID-19 OCCUPATIONAL HEALTH
AND SAFETY MEASURES IN WORKPLACES,
Gazette number 43257 Dated 29 April 2020:
Section 16.4 – “It must notify its employees that if they are sick or have symptoms
associated with COVID-19 that they must not come to work and to take paid sick leave in
terms of section 22 of the BCEA”.
Section 23 – “If a worker presents with those systems, or advises the employer of the
symptoms the employer must:
23.1
23.2
23.3
23.4

…
…
…
… place its employee on paid sick leave in terms of section 22 of the BCEA or if the
employee sick leave entitlement under the section is exhausted, make application for an
illness benefit in terms of clause 4 of the Direction issued on 25 March 2020 on 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”.

#KeepCreatingYourFuture
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COVID-19 TEMPORARY
EMPLOYEE / EMPLOYER RELIEF SCHEME,
Gazette number 43161 Dated 26 March 2020 (as amended):
Section 4 – “Illness benefit
4.1.
4.2.

Where an employee is in quarantine for 14 days due to Covid-19 pandemic, the employee
shall qualify for illness benefit.
Confirmation from both the employer and the employee must be submitted together
with the application as a proof that the employee was in an agreed pre- cautionary self
-quarantine for 14 days.

4.3.

In this instance, the confirmation letters from the employer and employee shall suffice.

4.4.

Should an employee be quarantined for more than 14 days, a medical certificate from a
medical practitioner must be submitted together with continuation form for payment.”

Basic Conditions of Employment Act, Act 75 of 1997 (as amended)
• Section 22 – dealing with sick leave entitlement, CPUT grants employee more than
the number of days provided for under the BCEA (please refer to the CPUT sick leave
policy for more information).
•

Section 23(1) – “An employer is not required to pay an employee in terms of section
22 if the employee has been absent from work for more than two consecutive days
or on more than two occasions during an eight week period and, on request of the
employer, does not produce a medical certificate stating that the employee was
unable to work for the duration of the employees absence on account of sickness or
illness”.

•

Section 20(10) “annual leave must be taken(a) in attendance with an agreement between the employer and the employee; or
(b) if there is no agreement in terms of paragraph (a), at a time determined by the
employer in accordance with this section.”

#KeepCreatingYourFuture
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1.

WORKING FROM CAMPUS

These are staff members who perform an essential service (i.e. Campus Security) or
are permitted to return to campus under the applicable Alert Level or directive from the
Minister of Higher Education, Science and Technology.

#KeepCreatingYourFuture
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2.

WORKING FROM HOME

These are staff members who have been authorised to work from home.

#KeepCreatingYourFuture
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3.

NOT PERMITTED TO WORK FROM HOME OR CAMPUS

4.

VULNERABLE EMPLOYEE

These are staff members who at not permitted to perform their duties at campus and have
not been authorised to work from home.

This relates to staff members who are 60 years or older or have a comorbidity that places
them at higher risk should they contract Covid-19 (Vulnerable employee). Please refer to
the Staff Covid-19 Contingency Plan for more details of these conditions and the process a
staff member who falls into this category needs to follow.
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FREQUENTLY
ASKED QUESTIONS
GUIDELINES ON LEAVE
APPLICABLE TO VARIOUS
SCENARIOS UNDER COVID-19
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What are
comorbidities?

Comorbidities are generally defined as one or more underlying medical
conditions that (in the case of Covid-19) place the staff member at
greater risk of severe illness or death should they contract Covid-19
(classified as a “vulnerable employee”). There is no official list of
medical conditions that places an individua at greater risk, but the
medical evidence gathered thus far suggests that the following
conditions may place a staff member at greater risk.
3 Chronic lung disease or moderate to severe asthma;
3 Serious heart conditions;
3 Those who are immunocompromised, including cancer treatment;
3 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;
3 Pregnant women should be monitored since they are known to be
at risk with severe viral illness;
3 Cancer treatment, bone marrow or organ transplantation, immune
deficiencies, poorly controlled HIV or AIDS, and prolonged use of
corticosteroids and other immune weakening medications.

What procedure
must I follow
if I have a
comorbidity?

Staff with a comorbidity are required to consult their medical practitioner
to confirm whether the staff members’ medical condition places them
into the category of vulnerable employee, and whether they are fit to
return to work (at a campus) or not. For full details on the procedure to
be followed please refer to the Newsflash of 11 May 2020.

Can I still come
to work if I am
classified as
a vulnerable
employee?

Staff who are confirmed (by a medical practitioner as defined by
the BCEA) to have a comorbidity that places them in the vulnerable
employee category, will be allowed to continue working from home
(if authorised) but will not be allowed to return to CPUT campuses
until Alert Level 1, unless declared medically fit to return to work by a
medical practitioner. In cases where the staff member has not been
declared fit to return to work (and is not able to work from home), the
staff member will be placed on sick leave per CPUT sick leave policy.

#KeepCreatingYourFuture
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Can I still come to
work if I am 60 years
or older?

Staff who are 60 years or older will be encouraged to continue
working from home (if authorised) or utilise sick leave where they
are not authorised to work from home. Staff members 60 years
and older will only be allowed to return to CPUT campuses where
they provide a medical certificate from their medical practitioner
confirming they are fit to do so.

Can I refuse to come
to work if I live with
someone who has
a comorbidity or
who is older than 60
years of age?

This will be dealt with on a case by case basis. Where possible, staff
members who live with a person who has a comorbidity or who is
60 years or older will be allowed to continue working from home until
Alert Level 1. Where this is not possible, the employee may apply to
utilise their annual leave over this period.

What leave will apply
if I test positive for
Covid-19?

A staff member who tests positive for Covid-19 will be placed on sick
leave (per CPUT sick leave policy) for the duration of their isolation/
quarantine period.

Will sick leave apply
if I need to selfisolate due to contact
with a person who
has tested positive
for Covid-19?

Yes. Staff members will be entitled to sick leave (per CPUT sick
leave policy) for the duration of their isolation period. Staff in this
category will be required to go for a Covid-19 test. Should the
results of the Covid-19 test return a negative result, the staff member
will be required to return to work.

Can I self-isolate if a
family member (e.g.
spouse or child) was
in contact with a
person known to have
tested positive for
Covid-19?

Generally, the answer is no. The staff member will be required to
continue reporting to work. However, where an official from the
Department of Health instructs the staff member to self-isolate the
staff member will be entitled to take sick leave in accordance with
answer 7 above. The staff member will be required to provide his/
her line manager with proof of the instruction from the official of the
Department of Health.
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What leave will apply
if I am required to go
into isolation and be
tested for Covid-19
due to contact with
a colleague who has
tested positive for
Covid-19?

Staff who are required to self-isolate and be tested will be placed on
sick leave (per CPUT sick leave policy).

When can I return to
work post a positive
Covid-19 test?

Staff members who have tested positive for Covid-19 will only be
allowed to return to work (campus) where:
3 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),
3 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,
3 The staff member abides by CPUT policies regarding personal
hygiene, wearing of masks, social distancing, and cough
etiquette,
3 The staff member continues to self-monitor for symptoms and
undertakes to seek medical re-evaluation if respiratory symptoms
recur or worsen, and
3 The Line Manager closely monitors the staff member for
symptoms of Covid-19 on the staff members return to work.
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