
 
 
 

CORONAVIRUS WORKPLACE POLICY 
 

1. PURPOSE 
 

1.1. The reality is that the Coronavirus infection (the “Virus”) has hit South Africa.  

From media coverage and official sources (the “World Health Organization 

(“WHO”)), it is evident that it is a fast-growing global pandemic which has 

negatively impacted the markets. Our country, in line with many others, has 

imposed travel restrictions and prohibiting public gatherings involving more 

than 100 persons. Social distancing is required to beat the Virus and prevent 

infections.     

 

1.2. The pandemic is an extraordinary event which requires extraordinary action 

and self-control from all stakeholders.   

 

1.3. As the Employer, we have a duty to show leadership and to put in place the 

necessary precautions to protect not only our workforce but also our broader 

society.   

 

1.4. Employees have the responsibility to safeguard themselves through taking 

every possible precaution necessary to avoid infection. As individuals this 

responsibility is onerous and vital to fighting the Virus.        

 

1.5. The purpose of this Policy is to: 

 

1.5.1. Maintain a safe and healthy workplace, including minimizing the 

transmission of the Virus;  

 

1.5.2. Try, as far as reasonably possible, to sustain operational continuity. 

https://www.who.int/emergencies/diseases/novel-coronavirus-2019
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1.6. Due to the uncertainty relating to the Virus, this Policy may change from time 

to time as the situation evolves. 

 

2. PERSONS AFFECTED 
 

All employees.   

 

3. WHAT IS THE CORONAVIRUS? 
 

3.1. According to the WHO, the Coronaviruses are a large family of viruses that 

cause illness ranging from the common cold to more severe diseases such as 

Middle East Respiratory Syndrome and Severe Acute Respiratory Syndrome.  

 

3.2. The Virus is a new strain that was discovered in 2019 and has not been 

previously identified in humans. 

 

3.3. Common signs of infection include respiratory symptoms, fever, cough, 

shortness of breath and breathing difficulties. In more severe cases, infection 

can cause pneumonia, severe acute respiratory syndrome, kidney failure and 

even death.  

 
3.4. Basic workplace protective measures against the Virus include: 

 

3.4.1. Regularly and thoroughly clean your hands with an alcohol-based hand 

rub or wash them with soap and water. 

 

3.4.2. Avoid sharing phones, desks, computers and other devices or tools of 

trade. Unavoidable use of shared equipment like photocopy machines 

should be avoided or the responsibility thereof delegated to a single 

responsible employee, if possible. Where not, hands should be washed 

after use. 
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3.4.3. Avoid touching mouth, nose and eyes. 

 

3.4.4. Maintain at least 1.8 metre distance between yourself and anyone who 

is coughing or sneezing. 

 

3.4.5. Make sure you, and the people around you, follow good respiratory 

hygiene. This means covering your mouth and nose with your bent elbow 

or tissue when you cough or sneeze. Then dispose of the used tissue 

immediately. 

 

3.4.6. Stay home if you feel unwell. If you have a fever, cough and difficulty 

breathing, seek medical attention. 

 
4. HEALTH AND SAFETY 

 

The Employer 
 

4.1. The Employer is obliged to provide and maintain, as far as “reasonably 

practicable”, a safe working environment without risk to the health of its 

employees.   

 

4.2. The Employer may take any “reasonably practicable” steps it may deem 

necessary to protect the health and safety of its employees, customers and 

suppliers.   

 

4.3. The Employer will take the following “reasonably practicable” precautionary 

steps to mitigate risk and ensure the safety and well-being of its employees 

and customers: 

 

4.3.1. Ensuring that it has clean water, sanitisers and soap; 
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4.3.2. Provide, where appropriate, Personal Protective Equipment (“PPE”) to 

Field employees (such as sales and service staff), for example, face 

masks and gloves; 

 

4.3.3. Ensure that frequently touched surfaces in the workplace are cleaned 

regularly and kept hygienic; 

 

4.3.4. Keep the workplace well ventilated.   

 

4.4. Other preventative measures include changing employee’s schedules and 

tasks in ways that could minimize their exposure to workplace hazards, which 

include minimizing the number of employees who must be at the workplace at 

any one time and/or work-from-home arrangements.   

 

The Employee 
 

4.5. Employees are urged to be responsible and to take basic preventive measures 

to avoid exposure to or infection of the Virus. This includes complying with the 

health and safety provisions contained in this Policy.   

 

4.6. Employees who are required to wear PPE must do so.   

 

4.7. Employees are discouraged from sharing colleague’s phones, desks, offices 

or other work tools, where possible.  

 

4.8. Use of shared devices such as photocopiers and the like should be limited and 

if possible restricted to a single identified responsible person. 

 

4.9. Employees should consciously maintain a distance of at least 1.8 metres 

amongst themselves while at work and should remind colleagues of this rule 

as and when necessary, while at the same time maintaining strict hygiene 

standards including regular washing of hands and cleaning of devices with 

appropriate hygienic and soap products.      

https://huhs.harvard.edu/important-health-message-huhs
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5. THE EMPLOYER’S RIGHTS 
 

5.1. In order to maintain the health and safety of the workplace the Employer may 

impose some of the following conditions: 

 

5.1.1. Deny entry to an employee, customer or supplier who is deemed to 

pose a threat to the workforce; 

 

5.1.2. Instruct an employee, customer or supplier to leave the workplace; 

 

5.1.3. Require employees who have travelled to affected areas to self-

isolate/quarantine for a reasonable period of time;   

 

5.1.4. Require symptomatic employees to undergo appropriate testing; 

 

5.1.5. Instruct employees to work from home as and when deemed 

necessary, in particular where an employee has been exposed to the 

Virus or travelled for work to an affected area, for at least the 

incubation period;  

 

5.1.6. Where a symptomatic employee unreasonably refuses medical 

testing, to place such employee on unpaid special leave; 

 

5.1.7. Instruct high risk employees to work from home; 

 

5.1.8. Instruct employees who are able to work from home, to do so for a 

period as determined by the Employer including during periods of 

self-isolation/quarantine where an employee is asymptomatic; 

 



 
 
 

6 
 

5.1.9. Instruct employees to take annual leave who are unable to work from 

home or during periods of voluntary self-isolation taken by an 

employee or subject to the demands of the operational requirements 

of the workplace;  

 

5.1.10. Instruct employees whose positions have been identified as critical 

to continue their normal duties; 

 

5.1.11. Where employee’s annual or sick leave entitlements have been 

exhausted, to require that an employee take special unpaid leave for 

the purpose of voluntary self-isolation or involuntary self-

isolation/quarantine;    

 

5.1.12. Employees who are required to work from home will be paid their 

normal salary;    

 

5.1.13. Where appropriate to provide the necessary support, so as to allow 

employees to work from home; 

 

5.1.14. Require that an employee, who has negligently exposed themselves 

to the Virus, to take unpaid leave for at least the accepted incubation 

period and to undergo testing before returning to work;     

 

5.1.15. Where an employee unreasonably refuses to come to work, to adopt 

the principle of “no-work-no pay” and where appropriate to sanction 

the employee; 

 

5.1.16. Where the Employer suspects abuse of absence from the workplace 

request reasonable proof that the employee has been exposed or 

has contracted the Virus and/or that the employee is required to take 

care of an immediate family and household member who has 

contracted the Virus. 
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EMPLOYEE OBLIGATIONS 
    

5.2. Employees who to their knowledge have been exposed to the Virus are 

obliged to immediately inform the Employer and must not come to work. Such 

employees must immediately self-isolate/quarantine themselves and be 

tested. The Employer will provide a procedure for employees to confidentially 

report a suspected infection / risk of infection.  

 

5.3. Accepting that a carrier of the Virus may be asymptomatic, employees 

accept that even where they are not showing symptoms, they have an 

obligation to report possible exposure to the Employer.      

 

5.4. Employees who have good reason to believe that a colleague, customer or 

supplier may have been exposed to the Virus must immediately advise the 

Employer.   

 

5.5. Employees who have symptoms of respiratory illness must stay home and 

not come to work until they are free of fever, and any other symptoms for at 

least 24 hours, without the use of fever-reducing or other symptom-altering 

medicines (e.g., cough suppressants). A fever is defined as a temperature of 

38 degrees celsius taken by an oral thermometer.  

 

6. SICK LEAVE 
 

6.1. Employees are entitled to 30 days sick leave per sick leave cycle. 

 

6.2. Employees are instructed to abide by the concept of social distancing. This 

means that employees should be cautious of exposing themselves to any 

activity which requires them to come into contact with groups of people. This 

includes for example, such activities as going to gyms, restaurants, pubs and 

clubs as well as social gatherings, including weddings and funerals and the 

like.  
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6.3. Employees are encouraged when not at work to remain in their homes and to 

limit any exposure to any other persons outside of their immediate family.    

 

6.4. Employees are entitled to paid sick leave where self-isolation/quarantine is 

required for a period as directed by health authorities. Permission for self-

isolation/quarantine must be obtained from the Employer. Such permission 

shall not unreasonably be withheld.    

 

6.5. Employees who have contracted the Virus must inform the Employer in order 

for the leave to be captured on the leave system. Normal sick leave procedures 

are to be followed.   

 

6.6. While on paid sick leave, the Employer may instruct the employee to provide it 

with: 

 

6.6.1. A medical certificate to support the need for leave due to the 

employee having contracted the Virus; 

 

6.6.2. Require the employee to provide periodic reports while on sick leave 

regarding the employee’s condition.   

 

6.7. The Employer may insist on a written medical clearance before an employee 

is allowed to return to work. 

 

6.8. Employees who have utilized their full sick leave allocation will be required to 

take unpaid leave where they are required to self-isolate/quarantine or have 

contracted the Virus. Employees are advised of their right to claim 

Unemployment Insurance from the Department of Labour where their sick 

leave entitlement has been exhausted and they are absent from work for a 

period longer than 7 days.      
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Optional 

 

6.9. Employees with insufficient sick leave may on written agreement with the 

Employer take up to 14 [subject to discretion] additional paid sick leave days. 

Such leave will be accrued as a negative sick leave balance to be deducted 

off future accrued sick leave. The Employer shall be entitled to deduct the value 

of such additional sick leave taken from any monies due to an employee on 

termination of employment. The Employer reserves the right to review this 

benefit and threshold periodically.  

 

7. FAMILY RESPONSIBILITY LEAVE 
 

7.1. Employees are entitled to 3 days family responsibility leave per annual leave 

cycle.   

 

7.2. Employees may use paid family responsibility leave to care for immediate 

family and household members who have contracted the Virus and for care- 

related services in respect of children and the elderly.   

 

7.3. Unless the Employer has made specific provision, employees may not bring 

children or the elderly to work no matter the status of these persons.   

 

Optional 

 

7.4. Employees with insufficient family responsibility leave may on written 

agreement with the Employer take up to 5 [subject to discretion] additional paid 

family responsibility leave days. Such leave will be accrued as a negative 

family responsibility leave balance to be deducted off future accrued family 

responsibility leave. The Employer shall be entitled to deduct the value of such 

additional family responsibility leave taken from any monies due to an 

employee on termination of employment. The Employer reserves the right to 

review this benefit and threshold periodically.  
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8. ANNUAL LEAVE 
 

Annual leave is taken at the discretion of the Employer. Accordingly, the Employer, 

as set out above may instruct employees as and when they are required to take 

annual leave.    

 
9. WORKING FROM HOME 
 

9.1. Working from home is a privilege not a right and is at the Employer’s sole 

discretion.  

 

9.2. Field employees (such as sales or service staff) may not work from home 

and are expected to continue with their normal duties subject to what has 

been set out above.   

 

9.3. Employees who can work from home are encouraged to make preparations 

in order to do so. To the extent possible, the employer will provide the 

necessary support.   

 

9.4. Employees are required to remain within driving distance from their regular 

place of work and be able to attend their place of work or attend meetings at 

short notice. 

 

9.5. Where an employee is able and required to work from home, it remains the 

employee’s responsibility to ensure access to workplace servers, WIFI 

connectivity and online meeting facilities.  

 

9.6. Employees have a duty to take care of the Employer’s assets at all times and 

are responsible for the safekeeping thereof so as to minimize loss or 

damage. 
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9.7. Employees are required to obtain written authorisation from their line 

manager to remove assets off-site and to comply with the Employer’s 

security services requirements when doing so. 

 

9.8. All insured incidents must be reported to the Employer within 2 business days 

of occurrence. Failure to do so, will result in the employee being held 

personally liable for the loss or damage.   

 

9.9. The Employer will where appropriate and on request subsidize home WIFI 

and related connectivity expenses.  

 

9.10. The Employer will, where appropriate, provide the necessary IT support. 

 

9.11. Employees are required to be available during ordinary working hours.   

 

9.12. Employees may be required to attend meetings outside the home as and 

when required.   

 

9.13. Accepting that social distancing underlies the purpose of working-from- 

home arrangements, face-to-face meetings are discouraged.  

 

9.14. Employees should avoid hard copy documents and all documents 

requiring signatures should be circulated electronically. Where it is not 

possible to sign a PDF document, an email confirming whether the 

document has been approved or not should be sent to the requestor. 

 

9.15. The Employer reserves the right to monitor an employee’s work activity 

during periods of working from home.    

 

10. HIGH RISK EMPLOYEES 
 

10.1. Persons considered to be at a high risk of becoming seriously ill after 

contracting the Virus are the elderly and those with compromised immune 
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systems.  Employees who fall into this category are encouraged to take 

further precautions and to discuss their specific needs with the Employer.   

 

10.2. The options available include requesting a temporary change in job location, 

hours, assignment or duties, or implementation of additional protective 

measures to reduce exposure. 

 

11. DISCIPLINARY ACTION 
 

11.1. Employees will be subject to disciplinary action including dismissal: 

 

11.1.1. If found to be in breach of a provision of this Policy; 

 

11.1.2. If found to be wilfully negligent in exposing themselves or others to 

the Virus; and/or 

 

11.1.3. Spreading false rumours which could cause panic and result in work 

disruptions.     

 

12. DURATION, APPLICATION AND PROVISIONS OF THIS POLICY 
  

The rights and obligations of both the employer and the employee in respect of the 

pandemic may develop and change as the disease unfolds. The Employer 

reserves the right to amend, vary and/or cancel any part or the whole of this Policy 

subject to the best interests of all stakeholders.  

 

Disclaimer 
 
This document is prepared as a generic draft. The contents thereof do not and 
cannot be relied on as constituting legal advice.  
 
Should you have any questions or further advice in respect of any particular issue 
or problem arising at your workplace please feel free to contact us. 
 

                                        www.solomonholmes.co.za 

http://www.solomonholmes.co.za/

