Appendix 9 – Minutes of Meeting
MINUTES OF THE MEETING BETWEEN MANAGEMENT AND THE EMPLOYEES CONCERNING THE IMPLEMENTATION OF RELEVANT HEALTH AND SAFETY MEASURES IN THE WORKPLACE AMIDST COVID-19 
 
 DATE:    _____________________                      TIME:   ______________________

VENUE:   ___________________________________________________________
 
 PRESENT:    EMPLOYER / MANAGEMENT AND
                                                             
	EMPLOYEE (NAME)
	EMPLOYEE SIGNATURE

	 
 
	 

	 
 
	 

	 
 
	 

	 
 
	 

	 
 
	 

	 
 
	 

	 
 
	 

	 
 
	 

	 
 
	 

	 
 
	 

	 
 
	 

	 
 
	 

	 
 
	 

	 
 
	 

	 
 
	 

	 
 
	 


 



1. It is mandatory that all employees make themselves familiar with how COVID-19 is spread in the workplace. 
 
0. When someone who has COVID-19 coughs or exhales, they release droplets of infected fluid. 
 
0. Most of these droplets fall on nearby surfaces and objects - such as desks, tables or telephones. 
 
0. People are infected with COVID-19 by touching contaminated surfaces or objects – and then touching their eyes, nose or mouth. 
 
0. If people are standing within one meter of a person who is infected with COVID-19, they can contract the virus by breathing in droplets coughed out or exhaled by them. In other words, COVID-19 spreads in a similar way to the flu. 
 
0. Most persons infected with COVID-19 experience mild symptoms and some are asympthomiatic, displaying no symptoms at all.
 
0. Some experience severe illness and may require hospitalisation.
 
1. The Occupational Health and Safety (OHS) Act, requires an employer to provide and maintain, as far as reasonably possible, a working environment that is safe and without risks to the health of its employees.
 
1. Employers will implement applicable policies and plans to the effect of their statutory obligations in terms of the OHS Act. 
 
1. Employees are equally responsible in maintaining a safe working environment. 
 
1. Employees should abide by the policies and plans discussed and implemented by the employer and must bring any health and risk-related issues under the attention of the employer.
 
1. The employer has decided to undertake the responsibilities as set out in regulation 10(8) of the National Disaster Regulations and the regulations issued in terms of Section 27(2) of the Disaster Management Act. 
 
5. The above regulations are summarised in an attached document titled ‘Detailed Employer Responsibilities’ and the employer shall, where applicable discuss, check, implement and abide by these regulations. 

1. The employer has furthermore decided that the following appropriate measures will be implemented in the workplace:



 
	 
	Measures
	Applicable
	Not applicable

	1.
	Employees may not engage in unnecessary
meetings. Where applicable, virtual meetings should take place.
	 
	 

	2.
	All employees should regularly wash their hands with soap and water for a minimum of 20 seconds.
	 
	 

	3.
	Employees must ensure that all equipment, stationary, and tools are thoroughly cleaned after use.
	 
	 

	4.
	No handshakes or other physical contact is allowed between employees or employees and visitors/clients.
	 
	 

	5.
	Employees must cough into the fold of their elbow or into a tissue which must be discarded in a separate and dedicated waste bin afterwards, and then wash their hands immediately afterwards as set out above.
	 
	 

	6.
	Employees should sanitise their hands regularly with alcohol-based hand sanitiser, with an alcohol content of at least 70%, after contact with any person or after contact with frequently touched surfaces.
	 
	 

	7.
	Employees should disclose all travel history or health issues daily.
	 
	 

	8.
	Employees should wear their face masks or other facial protective equipment and are not allowed to take it off.
	 
	 

	9.
	Employees must immediately, or within a reasonable time, report any sign of illness, whether it be themselves or a co-employee.
	 
	 

	10.
	Employees will undergo screening.
	 
	 

	11.
	Employees should make use of a separate and designated waste bin to dispose of any tissues.
	 
	 

	12.
	Employees must practice social distancing of at least 1.5 meters away from any other person in all circumstances.
	 
	 


  
1. The employer will take the following measures with regards to pregnant or vulnerable employees: 
 
	 
	Measures
	Yes
	No

	1.
	Pregnant or vulnerable employees can work from home.
	 
	 

	2.
	Pregnant or vulnerable employees are granted additional leave and will be able to work it back at a later stage.
	 
	 

	3.
	A separate and isolated space will be created for any pregnant or vulnerable employees who are required to work from the office.
	 
	 

	4.
	Other:
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