
 
 
 
From the Office of the Deputy Vice-Chancellor: Operations 

 

UPDATE FROM HUMAN CAPITAL ON COVID-19 RELATED MATTERS 
24 July 2020 

 
Dear Colleagues 

 

1. INTRODUCTION 
It has been just over a month since the last HC Newsflash was sent out to staff members.  During this time 

there has been a significant amount of work happening behind the scenes to ensure all CPUT campuses, 

residence and buildings are Covid-19 Ready.  We have also seen over the last few weeks the return to 

campus of a small number of students and staff, in accordance with various regulations.  The purpose of 
this Newsflash is to update all staff members on the changes/ additions to the Workplace Plan and other 

Covid-19 related protocols that have been implemented in addition to those stated in the contingency plan 

Newsflash sent on  3 June 2020.  

 

Staff members who are required to return to campus, but are still hesitant and would like further clarity on 

the measures CPUT have implemented to make campuses, residences and buildings Covid-19 Ready are 

requested to please contact their respective line manager who can provide them with further details. 
 

2. WORKPLACE PLAN 
Version 1 of the Workplace Plan was submitted to the Department of Employment and Labour (DEL) on 1 

June 2020 and covered the measures CPUT implemented to ensure CPUT campuses were Covid19 Ready 

for the return to campus of staff members under Alert Level 4.  In early July 2020 Version 2 of the Workplace 

Plan was submitted to the DEL.  The updated version deals with the return to campus of additional staff 

members as provided for under Alert Level 3 as well as the Directives from the Minister of Higher Education, 

Science and Innovation and the revised the Occupational Health and Safety (OHS) directive.  
 

Whilst the majority of the original Workplace Plan remains the same in Version 2, there are specific changes 

to the number of staff allowed to return to work from campuses within specific departments/ facilities as well 

as additional measures these departments/ faculties will be implementing to ensure all departments and 

faculties are Covid-19 Ready.  Should you wish to see your specific department/ faculty plan please contact 

your respective Director/ Dean/ EM Member.   The main charges to the generic parts of the Workplace Plan 

are: 
 



2.1 Covid-19 Contact Tracing Protocol – Quarantine  
An important tool in the fight against the spread of Covid-19 is the ability to quickly and effectively identify 

staff members who are at risk of having contracted Covid-19 due to contact/ exposure with another staff 

member who has tested positive for Covid-19.  CPUT has implemented the following protocol in this regard: 

• A staff member who tests positive for Covid-19 must immediately contact his/her line manager AND 
complete a contract tracing sheet. The contract tracing sheet will confirm, for the 7 day period prior to 

the positive Covid-19 test, the dates and times the staff member was on campus and specify the details 

of any other staff member, student or member of the public who had contact with the staff member.  

Note:  This must be completed and returned even if the staff member was not on campus in the 7 days 

prior to the positive test. 

• The line manager is required to immediately inform the Head of Campus Health Clinic of the staff 
members positive test result and provide them with the staff members’ contact tracing sheet. 

• Campus Health Clinic will then conduct the contact tracing of all persons identified on the positive staff 

members list.  Campus Health Clinic officials will assess each identified contacts risk of exposure in 

order to determine whether they are ”low risk of exposure” or “high risk of exposure” (see table below 

for guideline on how to classify high/ low risk). 

• If the staff member is classified as “low risk” they will be allowed to continue working but will be 
monitored for symptoms of Covid -19 by their line manager for a period of 14 days.  

• If a staff member is classified as “high risk” they will be: 

o notified by a representative of the Campus Health Clinic that they have been placed on provisional 

quarantine effective immediately; and thereafter 

o informed by the DVC: Operations, or his designate whether the classification as “high risk” has 
been confirmed or not.  Where the classification of “high risk” is confirmed, the staff member will 

be required to remain on quarantine for a minimum period of 14 days (including the period of 

provisional quarantine).  The period of quarantine will be classified as sick leave in accordance 

with the OHS Directive dated 4 June 2020 (gazette 43400). 

 

 

 

 

 

 

 
 

 
Guide Action Required 

High risk  
≥ 15 minutes/ within 2 meters/ 
without a mask 

Quarantine for 14 days 

Low Risk  
<15 minutes/ not within 2 meters/ 

with a mask 

Continue working, but must be 

monitored 



 
2.2 Covid-19 Contact Tracing Protocol – Deep Cleaning 
The second aspect linked to the Contract Tracing Protocol is linked to the decontamination of an area where 

a staff member or student who has tested positive for Covid-19 has accessed within 2 to 7 days of testing 

positive for Covid-19.  On the advice of the Head of Campus Health Clinic, based on the contact tracing 

procedure, the VC may at any time close a campus for appropriate deep cleaning and decontamination to 

be undertaken.  Likewise, the Covid-19 Compliance Officer, in consultation with the Head of Campus Health, 
Head of IDFM Property Services, Head of IDFM Protection Services and the respective Dean/ Director 

whose facility/ offices will be affected by the temporary closure, may temporarily close a Facility/ Building/ 

specific floors/ areas of a building for appropriate deep cleaning and decontamination to be undertaken. 
 

2.3 Leave/ Payment options 
At current directive from the DEL states that the UIF TERS benefit will cease to be applicable on 15 August 

2020.   Whilst change will not directly affect the protocols put in place by CPUT, it will affect the procedure 
staff members will need to follow where they are not utilising leave/ sick leave during periods of absence 

from work (at campus or at home) after 15 August 2020.  Staff who need to access the UIF benefit will then 

(after 15 August 2020) need to personally make application through section 12 of the UIF Act.  The main 

differences between UIF TERS and UIF Section 12 benefits can be summarised in the following table: 

 

 UIF TERS UIF S12 

Credits required/ utilized
1
 NO YES 

CPUT applies for the benefit YES NO 

Staff member applies for the benefit NO YES 

Sliding scale applies (38% to 60%) YES YES 

 

Note 1: Staff members earn 1 credit for every 4 days worked to maximum of 365 credits for every 4 years.    

 



The following flowcharts outline the applicable leave/ payments that applies to various scenarios after 15 

August 2020.  The current leave/ payments remain as previously communicated.   

 

 
 

 
 

 



 

 
 

 

 
 

 
 

3.   WHO MUST I NOTIFY IF I HAVE SYMPTOMS OF COVID-19 OR TEST POSITIVE FOR COVID-19? 
A number of staff members have posed the question as to who they need to contact: 

• in the event they are turned away at the campus screening point,  

• when the HealthApp states they should not report to work, , 

• if they test positive for Covid-19, or 

• if they have symptoms consistent with Covid-19. 
 

Whilst a staff member must always contact their line manager when they are absent, there are additional 

people staff members must contact in certain scenarios to assist with early identification of potential hotspots.  

The table below indicates who a staff member, and their line manager, must contact in different scenarios. 

 

  



  Line 
Manager HCBP Campus 

Health Clinic 
SHE 

Representative 
SHE UNIT & 

STAFF 
WELLNESS 

Identify symptoms 
before leaving 
home (for campus) 

Staff member       
  

Identify symptoms 
via HealthCheck 
(orange or red) 

Staff member   Staff member 
(Optional)   

  

Identify symptoms 
at campus 
screening 
(entrances) 

Staff member   Staff member 
(Optional)   

  

Identity whilst at 
work Staff member   Line Managers 

Responsibility 
Line Managers 
Responsibility   

Test positive for 
Covid-19 Staff member 

Line 
Managers 

Responsibility 
Line Managers 
Responsibility Staff member HCBP 

 

4. WHEN IS A MEDICAL CERTIFICATE (SICK NOTE) REQUIRED? 
In accordance with the OHS Directive and section 23 of the Basic Conditions of Employment Act, staff 
members are required to submit a medical certificate (sick note) in the following scenarios (in addition to 

normal sick leave procedure for non-Covid-19 related illnesses): 

 

 
Absence due to illness/ 

symptoms for > 2 
consecutive days 

Absence due to illness/ 
symptoms on > 2 

occasions in an 8-week 
period 

Self-quarantine due to symptoms Yes Yes 

Denied access due to symptoms at 
campus screening Yes Yes 

Notified by CPUT that must be 
quarantined due to being classified 
as High Risk (14 days compulsory 
quarantine) 

No  
(DVC: Ops approval 

required) 

No 
(DVC: Ops approval 

required) 

Test positive for Covid-19 Yes Yes 

 

NOTE: Failure to submit a medical certificate (sick note) as above will result in the period of absence being 

treated as unpaid leave.
1 
It will also be considered misconduct in terms of CPUT disciplinary code. 

5. NON-COMPLIANCE OR GAPS WITH COVID-19 READINESS PLAN/ PROTOCOLS 
5.1 Reporting of non-compliance with COVID 19 Readiness Plan/ Protocols and submission of proposals 

to improve existing protocols 



Whilst CPUT Management and task teams, in accordance with Department of Higher Health guidelines, 

have identified and implement numerous measures to minimise many of the potential risks associated 

with Covid-19 in the workplace, it is accepted that additional/ improved measures can (and will) be 

added to those measures already implemented.   

 

Staff who are working from campus play an important part in not only ensuring compliance with all 

protocols (personally and in relation to their colleagues), but also in identifying gaps in the current 
protocols that would further prevent the spread of Covid-19.  For this reason, we have developed a form 

(Covid-19 Non-Compliance/ shortage of PPE/ suggestion Form) for staff members wishing to make 

suggestions and/ or report non-compliance.  For example, a staff member not complying with (for 

example) wearing a mask on campus, or lack of PPE’s being available where they should be in terms 

of the plan.  Covid-19 Non-Compliance/ shortage of PPE/ suggestion Form is attached to this 

Newsflash.  Once completed the form should be sent to the office of the Covid-19 Compliance Officer 

(email: bcmcovid19@cput.ac.za), the SHE Officer (email: MTIKITIKIN@cput.ac.za) and the staff 
members respective HCBP.   

 

Staff members who would prefer to report the non-compliance or suggestions telephonically can call 

Campus Security on the numbers listed below. When the staff member calls, they must provide the 

security official with their name and surname, staff or student number, location and details of the incident 

or the unsafe condition or incident of non-compliance.   The lines are manned 24/7: 

  

 Bellville   -   021 959 6301 / 6550 
 District Six  -   021 460 8330 

 Granger Bay           -   021 440 5726 

 Mowbray  -   021 680 1582 

 Wellington  -   021 864 5551 

 

We encourage all staff members to utilise this process to assist CPUT in fighting the Covid-19 

pandemic. 
 

5.2 Staff member refuses to perform their role due to imminent and serious risk of exposure to Covid-19 

Where a staff member refuses to perform any work where circumstances arise which with reasonable 

justification appear to the staff member to pose an imminent and serious risk of exposure to Covid-19 

should the work be carried out, the staff member must immediately complete and submit the Covid-19 

Non-Compliance/ shortage of PPE/ suggestion Form (see above).  The reason for the refusal to work 

must be clearly stated as well as, where applicable, any recommend measures to remedy the serious 

and imminent risk identified.  The staff member must also immediately notify their manager of their 
refusal to work. 

 

6. WEARING OF A MASK ON CAMPUS IS COMPULSORY 
In line with Government guidelines, CPUT has implemented a rule requiring all staff members, students and 

members of the Public entering CPUT campus and buildings to wear a mask.  Staff members who fail to 



wear a mask (or a suitable alternative which covers the staff members mouth and nose) are committing 

misconduct and will be disciplined accordingly.   

 

In addition, in line with the COGTA regulations (dated 12 July 2020, gazette 43521), all managers (regardless 

of level of seniority) who have subordinates reporting to work at campus are required to strictly enforce the 

wearing of a mask (or a suitable alternative which covers the staff members mouth and nose) at all times 

whilst the staff member is at work.  Managers who do not enforce this rule will not only be committing 
misconduct, but may also be guilty of committing a criminal offence and if convicted may be fined or 

imprisoned for  a period not exceeding six (6) months or to both such fine and imprisonment. 

 

7. KEEPING OF REGISTER/ RECORDS OF ATTENDANCE 
Line managers of staff who are permitted to return to work are required to keep accurate records recording 

which staff members reported for work at campus on what dates.  This will assist in the contract tracing 

procedure where a staff member who has been on campus in the previous 7 days has tested positive for 
Covid-19.   

 

8. STAY AT HOME! 
We wish to remind all staff members who are permitted to return to campus that if they experience symptoms 

of Covid-19 they must stay at home until the symptoms disappear.  Where a staff member goes for a Covid-

19 test (due to experiencing symptoms of Covid-19) the staff member must stay at home until the test 

confirms the staff member is negative for Covid-19 or for a period of 14 days from the time the staff member 

experienced the Covid-19 symptoms (where the test results are not available before the expiry of the 14 
days).  Should a staff member still be experiencing symptoms of Covid-19 after the 14 days have expired, 

they should remain at home until the symptoms subside or a medical practitioner declares the staff member 

fit to return to work.  Note: A medical certificate will be required as detailed in section 4 above.  

 

Symptoms of Covid-19 are high temperature, sign of a cough, sore throat, redness of eyes, shortness of 

breath or difficulty breathing.   

 
Reporting to work whilst experiencing symptoms of Covid-19 is misconduct and will be considered 

misconduct in terms of CPUT disciplinary code. 

 

 

 

 

 

 

 
 

 

 



 
COVID-19 NON-COMPLIANCE/ SHORTAGE OF PPE/ SUGGESTION FORM 

 
Name  Surname  

Staff Code  Date  

Campus  Time (if applicable)  

Building  Floor  

Department/ 

Faculty 
 

Specify Area within 

Faculty/ Department (e.g. 

library, lecture hall, etc) 

 

Reason for submission 

• Non-compliance of Covid-19 Protocols tick 

• Shortage of PPE’s (e.g. sanitising spray, masks, soap, etc) tick 

• Suggestion on measures to improve Covid-19 Protocols and 

measures 
tick 

Details of incident of non-compliance / shortages of PPE’s / suggestion on measures to improve 

Covid-19 Protocols 

 

 

 

 

 

 

 

 

 

Please attached any photographs, documents, etc. 

The completed form must be sent to: 

1. The office of the Covid-19 Compliance Officer  

2. SHE Officer (MTIKITIKIN@cput.ac.za)  

3. Your HCBP 

 

PLEASE COMPLETE AND SUBMIT THIS FORM AS SOON AS POSSIBLE AFTER AN INCIDENT OF NON-

COMPLIANCE HAS BEEN IDENTIFIED 


