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1

Purpose of the document
This document outlines the operational plans, return-to-work workplace and standard operating
procedures (SOPs) for the detection of and response to suspected case/s of the novel coronavirus
disease (COVID-19) in South Africa. The content of this document informs procedures to be
implemented at all Curro colleges.

2

References and links

2.1

Guidelines and policies
The South African government has released case definitions and precautionary measures for COVID19 which can be found at:
http://www.nicd.ac.za/novel-coronavirus-outbreak-in-wuhan-city-hubei-province-of-china/
Information as released by the World Health Organisation (WHO) is available at:
https://www.who.int/emergencies/diseases/novel-coronavirus-2019.
South African Government Coronavirus COVID-19 Alert level 1
https://www.gov.za/covid-19/about/coronavirus-covid-19-alert-level-1
Department of Basic Education Standard Operating Procedure for the containment and
management of COVID-19 for schools and school communities (Revised 31 August 2020)
www.education.gov.za

These SOPs were further developed along the guidelines provided by the following documentation as
received from the DHET:
1. Guidelines for Post School Education and Training PSET Institutions for management of and
response to the COVID 19 outbreak
2. Communique to private colleges regarding their preparations and state of readiness to resume
2020 academic activities
3. HIGHER HEALTH COVID-19 Protocol on Routine Cleaning at PSET institutions
4. HIGHER HEALTH COVID-19 Protocol on Screening Testing Linkage to Care for the PSET
3

Background
On 31 December 2019, the WHO’s China Country Office was informed of cases of pneumonia with an
unknown cause detected in Wuhan City in the Hubei Province in China. On 7 January 2020, the
causative pathogen was identified as a novel coronavirus (COVID-19). The majority of these cases
were linked to a seafood, poultry and live wildlife market in Wuhan City, suggesting that the novel
coronavirus had a possible animal origin. According to the WHO, as of 30 September 2020,
34 060 963 cases have been reported globally (compared to 3 052 370 cases on 29 April); with 672 572
confirmed cases, 16 667 deaths and 606 520 recoveries having been reported in South Africa
(compared to 4 793 infected cases, 93 deaths and 1 055 recoveries on 28 April 2020).

For the latest update, refer to https://www.who.int/emergencies/diseases/novel-coronavirus-2019. The
incubation period for the disease is currently estimated to be up to 14 days.
https://www.cdc.gov/globalhealth/countries/southafrica/default.htm
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OPERATIONAL PLANS AND STANDARD OPERATING PROCEDURES: CURRO HOLDINGS
WORKPLACES – COLLEGES
South Africa has been in lockdown since 26 March 2020, and from 17 September 2020, the determination of
Alert Level 2 was withdrawn and Alert Level 1 came into effect on 21 September 2020. It is important for
Curro to now adjust the existing measures in place to align with the revised regulations for Alert Level 1.
Executive heads must apply the SOPs in the specific context and on the basis of the demands of each
campus without compromising the intention of the process that needs to be followed in order to ensure the
health and safety of all on site.
1

PREPARATION OF FACILITIES
•

On a daily basis, all college buildings are to be disinfected including classrooms and especially
water and sanitation facilities, particularly surfaces that are touched by many people (railings, lunch
tables, sports equipment, door and window handles, toys, teaching and learning aids, etc.).

•

Colleges must ensure the maintenance of the cleaning requirements with their current contracted
provider. Any new contracts must be on a month-to-month basis, concluding with school closure
on 11 December 2020.

•

Additional staff should not be appointed for this cleaning process. and existing staff should be
trained to deal with cleaning and sanitisation of the workplace to mitigate the spread of the COVID19 threat.

•

Colleges should ensure that their water, sanitation and waste management facilities are all
functioning efficiently.

•

Colleges must put specific, detailed plans in place to ensure that daily routines are maintained after
learners leave the campus. All work surfaces and equipment must be disinfected daily before the
commencement of work, regularly throughout the working day and after the workday ends.
Particular attention should be given to toilets, common areas, shared equipment and surfaces that
are touched by many people (railings, lunch tables, sports equipment, toys, teaching and learning
aids, etc.).

•

In order to ensure compliance with these procedures, a duty checklist must be in place and the
estate manager must assume full responsibility for the process to ensure it is completed effectively
and timeously. Records of daily cleaning regimes must be in place and retained for inspection and
cleaning purposes.

•

A plan (including signage) must be available to enforce the sanitisation of hands and the wearing
of a mask at the gate for staff, learners and visitors entering the college premises.

•

All colleges must prepare and maintain hand-washing stations with soap and water and place
alcohol-based hand rub (hand sanitisers) in:
-

Every classroom
At entrances and exits
In lunchrooms, staffrooms and toilets
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GENERAL INFECTION CONTROL
•

Implement stringent social distancing measures at colleges during lessons and at any time in
between lessons, including during breaks.

•

Space learners’ seating in all classrooms or teaching venues at least 1 metre apart or, if space
does not permit, then alternative physical barriers must be installed. Reduction of social distancing
to 1 metre is only applicable in classrooms and exam venues.

•

The number of people in any venue must not exceed 50% of its normal capacity with persons
observing at least 1.5 metres from each other.

•

A maximum limit of 250 people applies to indoor gatherings with persons observing at least
1.5 metres from each other.

•

A maximum limit of 500 people applies to outdoor gatherings with persons observing at least
1.5 metres from each other.

•

Promote and demonstrate regular hand-washing and positive hygiene behaviours and monitor their
implementation. Explain and practise these hand-washing and sanitising routines with learners
until they become a habitual routine:
-

Wet hands with clean, running water.
Apply enough soap to cover wet hands.
Scrub all surfaces of the hands – including backs of hands, between fingers and under nails –
for at least 20 seconds.
Rinse thoroughly with running water.
Dry hands with a clean, dry cloth, a single-use towel or a hand dryer as available.

•

Ensure that adequate soap supplies (preferably from dispensers) and safe water are available at
appropriate hand-washing stations, especially in toilets and bathrooms. Sanitiser should be used
only at specified stations.

•

Learners and staff must sanitise their hands routinely as follows:
-

Upon entering the college at designated temperature-screening stations.

-

At the commencement of the college day in the first teaching venue.

-

After breaks or any outdoor activity before entering the next teaching venue.
Upon exiting the final teaching venue of the day to go home.
Before boarding college transport, if applicable.

•

Ensure adequate, clean and separate toilets for girls and boys.

•

Clean and disinfect college buildings, classrooms and especially water and sanitation facilities
twice a day (or between learning sessions if morning and afternoon sessions are in place),
particularly surfaces that are touched by many people (railings, lunch tables, sports equipment,
door and window handles, teaching and learning aids, etc.).

•

Use an approved and suitable solution for disinfecting surfaces and a solution of 70% ethyl alcohol
for disinfecting small items and ensure appropriate equipment for cleaning staff.

•

Increase air flow and ventilation where the climate allows, open windows to allow for natural flow
of air and avoid heaters, closed windows, overdressing, etc.

•

Post signs in all utilised venues encouraging good hand and respiratory hygiene practices.
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•

Do not use biometric identification readers – they should be temporarily disabled.

•

Ensure trash is removed daily from campuses and disposed of safely.

•

All colleges must have sufficient supplies of sanitisers and cleaning materials with the correct
alcohol levels (above 70%) available. Stock levels must be maintained monthly until at least the
end of 2020. Supplies must be ordered from GRIT.

•

The initial consignment of supplies has already been ordered and will be delivered before learners
return after lockdown. Thereafter, colleges are expected to replenish supplies by placing orders
with GRIT.

•

Contracts with external service providers for the hire and use of college facilities may be resumed
with effect from 1 October 2020, subject to strict compliance with all state regulations and Curro
SOPs.

TEMPERATURE SCREENING
•

Access to the college property must be through a single access point to ensure that all persons
entering can be screened.

•

On arrival, all persons must be screened on a daily basis for symptoms of COVID-19, including a
symptom check and temperature assessment.

•

A plan must be available identifying key staff who will conduct the screening as mentioned above.

•

Colleges must provide a site map indicating where the screening process for learners, staff, visitors
and parents/guardians and suppliers will take place.

•

Executive heads should ensure that sufficient staff are on hand at all times to conduct the screening
process.

•

Staff and learners will have their temperature read with the aid of handheld devices.

•

Temperature reading stations must be set up at all main entrances to the college. The number of
entrance points to the college may have to be limited for a period of time.

•

The temperature reading of every individual must be recorded on the sheet provided to all colleges
for this purpose and must be retained for future reference.

•

Learners, parents, staff or visitors registering an elevated temperature of 37.5 °C or above, and/or
answered ‘yes’ to having identified symptoms on the daily temperature record sheet, must not be
permitted access to college property. The person must move to an isolation area pending
immediate return to a self-isolating facility away from the workplace.

4

FACE MASKS

4.1

Learners
•

Curro Holdings will provide ALL learners at Curro colleges, with two reusable face masks, each
containing four reusable filters.

•

Parents/guardians will not be charged for these masks.
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4.2

Staff
•
•

4.3

4.4

Face visors will be supplied to all staff at all colleges to serve as a double layer of PPE in addition
to masks.

Face masks
•

All learners and staff must wear face masks at college.

•

Colleges may not sell branded or any other face masks, as the quality and standard of
independently sourced masks cannot be guaranteed.

Hand sanitiser
•

4.5

All staff at all colleges must be issued with two face masks.

It is highly recommended that learners should carry their own small bottle of hand sanitiser.

Ordering system
•

It is the responsibility of executive heads to ensure that adequate supplies of sanitation products
and PPE equipment are available at college.

•

The following items are available on order from GRIT:
-

Sanistep sanitiser dispensers
500 ml sanitiser bottles
25 litre containers of sanitiser

-

Medium face masks
Large face masks
Replacement filter packs for face masks
OptiFog Pro sanitisation machines and sanitiser fluid
Learner desk dividers
Reception Flexi-desk screens

•

Orders for the above should be placed using the Work Request Form accessible on the following
link: https://app.smartsheet.com/b/form/e1d18f85739a4431b23452af8a9dceaa

•

While it remains top priority that adequate sanitation measures should be implemented to mitigate
transmission as part of the daily routine, the use of sanitiser should be carefully monitored to
prevent unnecessary wastage. Optimise usage at specific intervals:
-

At the start of the college day at stations for temperature screening.

-

After breaks.

-

After lessons involving the use of practical equipment in laboratories, studios, workshops, etc.
Learners should be encouraged to carry their own clearly labelled small bottle of sanitiser with
them.

5

HUMAN RESOURCE MANAGEMENT

5.1

Vulnerable employees
•

The Education Labour Relations Council’s Collective Agreement 1 of 2020 addressed measures
to accommodate teachers who were at high risk, had comorbidities or were over the age of 60,
was applicable for the duration of levels 2 and 3.
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5.2

6

•

With the effect from midnight on Sunday, 20 September 2020 (Alert Level 1), the concession to
work from home will no longer apply.

•

All staff who were on comorbidity absence, over the age of 60 and have been working from home
will be expected to return for duty from 28 September 2020.

•

Those members of staff who want to continue to work from home will have to apply for normal sick
leave.

Workplace protocols and controls
•

Colleges must screen staff on a daily basis for symptoms of COVID-19, including a symptom check
and a temperature assessment.

•

All staff must use a cloth mask, especially if social distancing is not possible.

•

The work environment must have sanitisers or hand-washing facilities with soap available.

•

Stringent social distancing measures should be implemented in the workplace.

•

The number of staff meeting in any venue must not exceed 50% of its normal capacity with
persons observing at least 1.5 metres from each other.

•

Identify critical job functions and positions, and plan for alternative coverage by cross-training staff.
This should include access to a database of teachers available to fill vacancies.

•

Consider the specific needs of staff and learners with disabilities, and how marginalised
populations may be more acutely affected by the illness or its secondary effects, i.e. learners being
kept home to look after sick elders/parents/guardians.

•

A policy must be in place to protect staff, teachers and learners from stigmatisation should they
test positive for COVID-19.

•

Ensure that all stakeholders are familiarised with the contents of the ‘Curro Stigmatisation Policy’
and that the principles are applied in best practice.

•

Discourage the use of perfect attendance awards and incentives as these may encourage staff
and learners to come to college while sick.

PROVIDING EMOTIONAL SUPPORT TO LEARNERS, TEACHERS AND NON-TEACHING STAFF
The World Health Organisation (WHO) indicates that a major pandemic entails a psychosocial
disturbance that may exceed the affected population’s capacity to manage. The COVID-19 pandemic is
such a state. The most common reactions include anxiety, distress and depression. These reactions
may result from a fear of contracting the illness, the ability to recover from the illness or even experiencing
the death of family members, colleagues or classmates. Learners, teachers and college management
have a responsibility to care for themselves and each other.
•

Colleges must identify organisations, stakeholders and partners in the community or district that can
provide additional social, emotional and psychological support.

•

College-based support teams (SBSTs) should be assisted to develop strategies to communicate the
psychosocial impact of COVID-19 on learners and adults. Provide information (as below) about how
to identify when someone needs help.

•

One or more of the following signs may be present in someone who may need help:
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-

•

-

Persistent fear, worry and anxiety.
Persistent sadness, hopelessness and other overwhelming emotions.
Withdrawal from others (This is not to be confused with the social distancing prescribed by the
DoH.)
Loss of interest in personal appearance and unusual lack of energy.
Expression of rage or anger.

-

Missing work or classes.
The use of, or increased use of drugs or alcohol.

Should someone be identified the following processes can be followed:
-

•

For learners: The class teacher can speak with the learner to determine whether they (the
teacher) is able to provide emotional or other support. They may refer the learner to the SBST
for basic counselling or referral to specialised services.
For teachers and non-teaching staff: The SMT can determine what kind of support is
required and either provide the support, or a referral to specialised services

Whole college activities to use can be:
-

Talk to each class about the emotional effects of COVID-19.
Teach each class about identifying and interpreting emotions: how to handle or react to fear
or anxiety; how to identify the signs of depression; and to inform a teacher when they identify
a classmate or friend that is experiencing any of the above.

-

Teach and encourage positive self-talk.
Provide counselling for the college and at-risk groups.

-

Refer those that need specialised services.

•

In addition to health professionals, the Employee Health and Wellness Programme in Provincial
Education Departments should be contacted for psychological support.

•

In addition to health professionals, the Employee Assistance Programme in partnership with
Momentum should be contacted for psychological support.

•

The South African Depression and Anxiety Group (SADAG) offers free remote counselling (SADAG
helpline 0800 567 567 or send a SMS to 31393). Other contact details for support services are listed
below, and should be shared with all learners:
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7

Organisation

Contact number

Childline Hotline

08000 55 555

LoveLife Free Plz Cal Me

083 323 1023

LifeLine Toll Free

086 132 2322

SADAG
Suicide Crisis Line
Substance Abuse Line

0800 567 567 / 0800 212 223 or SMS 31393
0800 12 13 14 or SMS 32312

DATA CLAIM PROCEDURE
•

Remote learning in various forms is being used to teach our learners and to make every effort to
maintain the educational momentum, thereby ensuring a successful academic year.

•

These strategies are data reliant and may understandably put financial pressure on Curro staff.
The purpose of this policy is to alleviate financial concerns that may have an impact on the
educational offering to our learners.

•

Staff (educational and administrative) will be reimbursed according to the following criteria:
Staff with uncapped internet
•

Once-off reimbursement of R500 per month during the lockdown period, or for as long as
remote learning is required for a consistent curriculum delivery option.

Staff who do not have access to uncapped internet
•

Staff are encouraged to submit a claim for data expenses incurred to enable them to enhance
and optimise the learning experience. A claim form will be provided for this purpose.

When claiming for data the staff member must motivate the reimbursement by providing the
following information:
•

Proof of agreement for uncapped internet to initiate reimbursement.

•

Proof detailing what the data was used for. This can be done by listing the size of the videos
made or by providing details of the data balance prior to a conferencing session and then of
the balance once the session has been completed.

•

Proof of purchase of data.

•

Staff must complete the data-reimbursement document and submit it to the executive head.

•

Failure to submit the document before the deadline will result in delayed reimbursement.

•

In order to comply with auditing requirements, no reimbursement will be considered without
this document.

•

Reimbursements will be done via payroll only and deadlines for submission must be adhered
to.
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CURRICULUM DELIVERY
In order to meet NCV assessment requirements, due consideration and planning for the remainder of
the academic year must be focused on the completion of the subject content of the respective syllabi
in preparation for scheduled examinations.
College management teams must implement an education programme for learners and staff on COVID19 using the Life Orientation/Life Skills subject as an anchor. The education programme should explain
what it is, the symptoms, how it is spread, how to prevent spreading it and emphasise the importance
of when, why and how to wash hands correctly and to discourage all forms of stigma and discrimination.
NOTE: Learners with existing comorbidities or elevated health risks must continue with online/remote
learning and not return to college until further medical information in this regard has been issued by the
national health authorities.

9

EXTRA MURALS
Sport and cultural activities are allowed to resume as from 28 September 2020, subject to the following:
• Implementation of SOPs as provided by recognised federations/governing bodies of sports codes
or cultural activities

10

•

Only medical services, and the necessary employees/coaches are allowed at the venue.

•

Only the required number of participants, coaches/officials, support staff and medical crew required
for the training session, are allowed at the venue.

•

No spectators are allowed at the venue

•

No competitive inter-school fixtures or events are permitted.

TUCK SHOPS, CAFETERIAS AND CATERING VENUES
•

Additional staff must be on duty during breaks and change of classes. The current number of duty
staff at these times must be increased by 50%.

•

Sufficient numbers of staff must be on duty during breaks and change of classes to ensure that
required social distancing of 1.5 metres is maintained at all times.

•

Transmission of COVID-19 through food can occur if a person infected with the virus prepares or
handles food with dirty hands and contaminates it. Cooking food thoroughly and observing good
hygiene practices when handling and preparing food are effective at preventing contamination.
Food handlers must:
-

Wash their hands with soap and water before and after touching any food during preparation.
Wash their hands with soap and water before serving food to learners.
Clean and sanitise all work surfaces (i.e. tables, stoves and other resources) sinks and floors
regularly.

-

Keep all appliances, equipment and utensils clean.
Wear clean kitchen attire at all times.

-

Wear head gear and masks to cover their mouths and noses.
Wear closed shoes to protect feet.
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12

-

Ensure proper food storage practices.
Rinse all foodstuffs thoroughly before cooking and also fruit before serving to learners.

-

Cook food thoroughly.
Ensure that learners do not share utensils, food or drinks.

VISITORS/PARENTS/GUARDIANS
•

Parents/guardians must be informed about the symptoms of COVID-19 and must acknowledge in
writing that they will monitor their children for symptoms daily before arriving at college.

•

Parents must be notified in writing to collect their children immediately after college to ensure that
they are transported home immediately to avoid the risk of social grouping.

•

Visitors must have their temperature taken and should a temperature reading exceed 37.5ºC,
access to college premises will not be permitted.

•

Any person visiting the campus must have an appointment with a staff member and a good reason
for being on campus. The number of visitors moving in and out of a campus must be limited.

•

All visitors must be signed in as usual. Security must have measures in place to ensure that
everything touched or used on entry to the college is sanitised.

•

Any visitor who is granted access to college premises must have their hands sanitised and must
wear a face mask.

•

There should be very limited class-based parent meetings. If it is necessary to meet parents,
meetings must be limited to one parent per learner and maintain the physical/social distance of at
least 1.5 metres respecting social gathering restrictions.

COLLEGE TRANSPORT
The following section pertains to the provision of improved control of access, hygiene and, disinfection
on all college transport facilities.

12.1 General
•

All providers of college transport services must sanitise their facilities at regular intervals. They
must also provide adequate sanitisers or other hygiene dispensers for washing of hands as well
as disinfection equipment for users of college transport services for the duration of the directions.

•

Providers of college transport facilities must put measures in place to adhere to physical distancing
to curb the spread of the virus.

12.2 Embarkation of passengers in college transport vehicles
•

All operators must ensure that college transport vehicles are sanitised before picking up and after
dropping off passengers.
-

•

Operators must ensure that all college transport vehicles' doors and window handles, arm
rests and handrails are sanitised after every load.
Passengers must be encouraged to sanitise after they enter the vehicle and after getting off
the vehicle.

Operators must ensure that all college transport vehicles are clean and tidy.
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•

All college transport operators must provide disinfection information materials and procedures.

•

A temperature screening test using an approved device must be conducted on every passenger
boarding the vehicle. Any person whose temperature exceeds 37,5 ºC must not be permitted to
board the vehicle.

•

All drivers must wear the face mask provided by Curro.

•

Any marshal or security officer who interacts with members of the college in a college transport
facility must wear the face mask provided by Curro.

•

The sanitisers used to sanitise all college transport vehicles must have a minimum of 60% alcohol
content.

•

No person will be allowed to use any form of college transport or enter a building, place or premises
if they do not wear the face mask provided by Curro.

12.3 Transport operating times
•

The transportation of persons rendering essential services or a permitted service must be in line
with the operating shifts, work time schedules as determined by the responsible head of operations,
manager, head of the department or a person with responsible authority within such institution.

•

The operating shifts, work schedules or timetable should be stamped and signed by the responsible
head of operation or a person with responsible authority within such institution.

12.4 Loading capacity of learner transport
•

For purpose of long-distance travel (>200km), scholar transport vehicles are permitted to carry
up to 70% of the maximum licensed passenger carrying capacity as follows:
•

13

A minibus licensed to carry 10 passengers, is limited to carry a maximum of 7 passengers..
A minibus licensed to carry 15 passengers, is limited to carry the maximum of 10 passengers.
A midibus permitted to carry a maximum of 22 passengers, is limited to carry a maximum of
15 passengers.
For purpose of any trip not regarded as long-distance travel (<200km), scholar transport
vehicles are permitted to carry 100% of their maximum licensed passenger capacity.

COMMUNICATION AND LINES OF REPORTING

13.1 In case of illness
•

Ahead of time, i.e. in informative communication from the college, ensure that staff, parents and
learners know what to do/will happen if they or the learners get sick at college.

•

Ensure that all contact details for next of kin are up to date at your college.

•

Every phase head must have a list of nearby emergency rooms/hospitals/doctors.

•

Separate sick learners and staff from those who are well – without creating drama or stigma.
Consider preparing a separate isolation room at your college where a learner or staff member can
wait on their own until such time as they are fetched or leave the college.

•

Decisions regarding appropriate public health interventions should always be made in consultation
with public health officials who have access to all of the latest relevant information. These decisions
include: a) whether learners or teachers should stay at home for a period of time; and b) whether
learners in sections of a private college or the entire college should be dismissed.
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•

Keeping learners at home or closing colleges is a serious decision which may restrict the learners’
ability to acquire education, amongst other considerations. The decision to direct learners to stay
at home, because of possible exposure to, or infection with COVID-19 should be justified by the
available scientific evidence and must be directed by the accountable health authorities.

•

Preparing for the possible closure of the college should only be considered following
recommendations from the accountable public health official, based on risk assessment and a
determination of the risk of exposure. Colleges must seek guidance from local health officials to
determine if, when, or for how long to take these steps.

13.2 Action to be taken when a learner appears ill or displays symptoms associated with COVID-19
in a private college.
When a learner appears to be sick or displays symptoms of COVID-19, such as dry cough, high fever,
respiratory distress or shortness of breath, or reports a sore throat, the procedure below must be
followed:
• Quarantine the learner and keep them separate from other learners and staff until they can be
collected by parents/guardians.
•

Parents/guardians should be encouraged to consult a medical professional and/or have a test
conducted.

•

Parents/guardians are expected to disclose the test results:
-

If the learner tests positive for COVID-19, follow the procedure described in 13.3 below.

-

If all tests are negative, the learner can return to college and follow college restrictions.

13.3 Action to be taken when a case of COVID-19 is confirmed in a private college
•

The learner must isolate at home and may not attend college.

•

A risk assessment must be conducted making use of the designated form. The form can be found
in the forms folder in the COVID-19 Teams location.

•

The completed risk assessment form, checked and signed by the executive head, must be emailed
to lizay.s@curro.co.za within an hour of receiving the initial confirmation of infection.

•

The classroom/workspace in which the learner was present must be closed off and thoroughly
decontaminated.

•

Compile a contact/tracing list of all people with whom the learner may have had HIGH RISK close
contact (face-to-face contact of less than 1m without a face mask).

•

The parents/guardians of all close (HIGH RISK) contacts (face-to-face contact of less than 1m
without a face mask) must be notified by the executive head.

•

Learners who are NOT contacts of a confirmed case should continue to attend college.

•

Relevant communication should be shared with the community in keeping with the guidelines of
the Policy on Stigmatisation.

•

Contact must be maintained with learners in isolation as a means of monitoring and support.

•

The learner may return to college 10 days after the onset of symptoms (mild cases) or return 10
days after the date of testing if asymptomatic. In severe cases e.g. hospitalisation/placed on a
ventilator, the learner may return to college 10 days after clinical stability has been established e.g.
after oxygen has stopped.
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•

•

All confirmed cases of COVID-19 must be reported to:
-

engage@curro.co.za

-

Local Department of Health

-

Local Department of Basic Education

Decisions on possible further action to be taken will be made in conjunction with Curro’s Health,
Safety and Security officer and the executive of the relevant college.

13.4 Action to be taken when a learner in a private college may have been exposed to a
suspected/probable case of COVID-19, or a suspected case for whom testing for COVID-19 is
inconclusive as reported by the laboratory
•

High Risk Contact is defined as being closer than 1m without a face mask.

•

If a learner has been in contact with a suspected case of COVID-19 in a college, no restrictions
or special control measures are required until the laboratory test results for
COVID-19 have been received.

•

There is no need to close the institution or send other learners or staff home.

13.5 Action to be taken when a learner in a private college may have been exposed to a confirmed
case of COVID-19
•

The classroom/workspace in which the learner was present must be closed off and thoroughly
decontaminated by cleaning and sanitising the affected areas.

•

Following completion of the risk assessment, the executive head must determine whether
exposure to a confirmed COVID-19 case is HIGH RISK or LOW RISK.

A. In the case of HIGH RISK exposure and the learner is asymptomatic:
-

The learner/s must not attend college and must quarantine at home for a minimum of 14
days and self-check for symptoms until 10 days since exposure to COVID-19.

-

Evaluate for early return to colelge on day 15 post exposure. If negative and well, return to
college and follow college restrictions.

-

If possible COVID-19 symptoms develop, follow the procedure described in paragraph
12.2.

B. In the case of LOW RISK exposure and the learner is asymptomatic:
-

The learner continues to attend college but self-monitors temperature and symptoms for
14 days.

-

The executive head should obtain the results of the index case urgently and if the index
case tests negative for COVID-19, no further action is needed.

-

If the index case is positive, but the learner wore full PPE and social distance was
maintained, the learner can continue to attend college and self-monitor for 14 days.

-

If possible COVID-19 symptoms develop, follow the procedures as described in paragraph
12.2

13.6 A staff member has tested positive for COVID-19
•

The staff member must isolate at home and may not attend work.
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•

A risk assessment must be conducted making use of the designated form. The form can be found
in the forms folder in the COVID-19 Teams location.

•

The completed risk assessment form, checked and signed by the executive head, must be emailed
to lizay.s@curro.co.za within an hour of receiving the initial confirmation of infection..

•

The classroom/workspace in which the staff member was present must be closed off and
thoroughly decontaminated.

•

Compile a contact/tracing list of all people with whom the staff member may have had close contact
(face-to-face contact of less than 1m without a face mask).

•

All HIGH RISK contacts (face-to-face contact of less than 1m without a face mask) must be notified
by the executive head.

•

Learners and other staff members who are NOT HIGH-RISK contacts of a confirmed case should
attend college.

•

Relevant communication should be shared with the community in keeping with the guidelines of
the Policy on Stigmatisation.

•

Contact must be maintained with staff members in isolation as a means of monitoring and support.

•

The staff member may return to college 10 days after the onset of symptoms (mild cases) or return
10 days after the date of testing if asymptomatic. In severe cases e.g. hospitalisation/placed on a
ventilator, the staff member may return to college 10 days after clinical stability has been
established e.g. after oxygen has stopped.

•

All confirmed cases of COVID-19 must be reported to:

•

-

engage@curro.co.za

-

Local Department of Health

-

Local Department of Basic Education

-

Local Department of Employment and Labour (for staff member reports only)

Decisions on possible further action to be taken will be made in conjunction with Curro’s Health,
Safety and Security officer and the executive of the relevant college.

13.7 A staff member in a private college has been exposed to a confirmed case of COVID-19
•

The classroom/workspace in which the staff member was present must be closed off and
thoroughly decontaminated by cleaning and sanitising the affected areas.

•

Following completion of the risk assessment, the executive head must determine whether
exposure to a confirmed COVID-19 case is HIGH RISK or LOW RISK.
A. In the case of HIGH RISK exposure and the staff member is asymptomatic:
-

The staff member/s must not attend college and must quarantine at home for a minimum
of14 days and self-check for symptoms until 10 days since exposure to COVID-19.

-

Evaluate for early return to work on day 15 post exposure. If negative and well, return to
work and follow workplace restrictions.

-

If possible COVID-19 symptoms develop, follow the procedure described in paragraph
12.9.

COLLEGES – SOP 01102020V1

Page 17

B. In the case of LOW RISK exposure and the staff member is asymptomatic:
-

The staff member continues to attend work but self-monitors temperature and symptoms
for 14 days.

-

The executive head should obtain the results of the index case urgently and if the index
case tests negative for COVID-19, no further action is needed.

-

If the index case is positive, but the staff member wore full PPE and social distance was
maintained, the staff member can continue to attend work and self-monitor for 14 days.

-

If possible COVID-19 symptoms develop, follow the procedures as described in paragraph
12.9

•

Such staff can be requested to work remotely.

•

Contact must be maintained with staff in quarantine as a means of monitoring and support.

13.8 A staff member in a private college has been exposed to an unconfirmed case of COVID-19
•

If a staff member has been in contact with a suspected case of COVID-19 in a college, no
restrictions or special control measures are required until the laboratory test results for COVID-19
have been received.

13.9 A staff member in a private college appears ill and reports for duty displaying symptoms
associated with COVID-19.
•

If a staff member presents with symptoms consistent with COVID-19 such as a fever, respiratory
distress and a dry cough, they must be sent home and advised to consult a medical professional.

•

Should a staff member not have their own means of transport, the staff member should be
temporarily isolated in the college sickbay or a room identified for temporary isolation, until suitable
transport arrangements can be made.

•

The staff member must quarantine for a duration as prescribed by a medical practitioner while
being monitored for symptoms and pending the outcome of COVID-19 test results.

13.10 Closure of a private college if a staff member has tested positive for COVID-19
•

Preparing for the possible closure of a college should only be considered following a series of
multiple infections and recommendations from the accountable public health official. Temporarily
closing a college is a possible strategy to prevent or slow the continued spread of COVID-19 in the
college community.

•

The decision to close a college will be taken in consultation with the relevant Curro executive.

•

Colleges must seek guidance from local health officials to determine if, when, and for how long to
take these steps.

13.11 Considerations for keeping a private college open after dismissal of learners
•

During college dismissals, colleges may stay open for staff members (unless they are ill) while
learners stay at home. Keeping facilities open will allow teachers to develop and deliver lessons
and have access to teaching resources and materials remotely, thus maintaining continuity of
teaching and learning.

•

Furthermore, it will allow other staff members to continue to provide services and help with
additional response efforts.
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•

If colleges are dismissed, college management should discourage learners and staff from
gathering or socialising anywhere e.g. meeting at a friend’s house or a local shopping mall.

•

An important consideration is how to ensure the continuity of education via the remote learning
facility.

COMMUNICATION PROTOCOLS
•

Prevent stigma relating to COVID-19 by using facts and reminding learners to be considerate of
one another. Encourage adherence to healthy practices from the national health and education
authorities.

•

Colleges must provide regular and relevant information and material to address learners’ questions
and concerns about the disease appropriately.

•

Information pertaining to all children or staff who are suspected of having or have confirmed, after
testing, the coronavirus, must be reported to engage@curro.co.za. Once test results have been
received, please inform Joy Smith in order for us to keep a record of cases in our environment.
The following information should be included:
-

Name of learner/staff member/parent or guardian

-

Which Curro college is connected to the patient

-

Confirmed diagnosis

-

Date of diagnosis

-

Family code or staff number

-

When isolation started

•

We will alert local health authorities about large increases in learner and staff absenteeism due to
respiratory illnesses.

•

Reinforce in general newsletters that colleges distribute that staff, parents and guardians should
alert Curro and healthcare authorities if someone in their home has been diagnosed with COVID19 and stay at home.

•

Keep parents informed about possible further academic calendar changes, particularly in relation
to college holidays and examinations.

15 PUBLIC SECTOR CONTACT DETAILS – NICD and some useful hotline numbers

Call centres and hotlines

Number

National Institute for Communicable
Diseases (NICD)

0800 029 999

Gender-based violence command centre

0800 428 428 or dial: *120*7867#
(free for mobile devices)

Support to SMME’s in distress

0860 663 7867
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Call centres and hotlines

Number

South African Police Service

08600 10111

National crisis line

0861 322 322
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PERMISSION TO TRAVEL
Date: ________________ 2020
TO WHOM IT MAY CONCERN

PERMISSION REQUEST TO TRAVEL FROM ___________________ TO _________________
I, ________________________________________, request permission for (name and job title)
____________________________________ to travel to _____________________ in order to (state reason)
_____________________________________________________________________________________
(Name of person travelling) ____________________________ will be in ________________ from (when to
when) _______________________ to _________________________ in order to (state reason)
_____________________________________________________________________________ and will
be returning home on the date above.

I,
Surname
Full names
Identity number
Cell number
Work number
Home number
Email address
Role (for example, head, manager or
role of delegated person)
Name of my institution
Physical address of my institution
Website of my institution (optional)
hereby certify and designate that:
Surname
Full names
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www.curro.co.za

Identity number
Cell number
Work number
Home number
Email address
Role (for example, head, manager or
role of delegated person)
Name of my institution
Physical address of my institution
Website of my institution (optional)

•
•

www.curro.co.za

Is a staff member of good standing at my institution.
Needs to render their services at the physical address of my institution.

I authorise them to travel between the physical address of my institution and the address as stipulated
below (fill in address where they will be):
___________________________________________________________________________________

Signed at

____

, on this the

___

day of

_____

2020.

___________________________
Signature of the head of the institution (or delegated person)
(I confirm that I am duly authorised to sign this form in accordance with Regulation 11B(2) in that I am
either the head or the head has authorised me to sign)

Official stamp of the
Institution
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DAILY COVID-19 EMPLOYEE AND VISITOR SCREENING
The following items must be CHECKED FOR ALL PERSONS ENTERING THE PREMISES, during screening for symptoms and exposure of
COVID-19. Each column must indicate a YES or a NO ,except temperature column where reading must be inserted.
Should any person report any of the abovementioned symptoms, she/he should be referred to the designated person but access refused to the
workplace. This document must be completed daily and signed by responsible person.
Initials and surname

Contact number

Cough/loss of
taste or smell/
sore throat/
shortness of
breath

Fever, body aches,
redness of eyes,
nausea, vomiting,
diarrhoea, fatigue
or weakness

Temperature
reading – should be
below 37.5 degrees

Safety induction
requirements understood.

Sanitisation, social
distancing, face masks,
screening, work place rules.

Signature of employee/
visitor.

I acknowledge that by signing this that I am aware of the requirements as determined by law for screening regular sanitisation, wearing of masks, social distancing and protocols relating to the COVID-19
virus. Should you require any further information or any of the above is unclear you should indicted to the person conducting this screening that you require further information and advice on these
aspects and somebody will be allocated to answer your questions or concerns.

Signature
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Date

HAZARD IDENTIFICATION & BIO RISK ASSESSMENT – CURRO PRIMARY AND HIGH SCHOOLS – COVID 19
HAZARD - Viral infection caused by COVID-19 pathogen

Task /Activity

Risk

S

F

P

C

Attendance at school, play
activities, sharing of play
equipment. Close interaction
with other learners in
classrooms and play areas.

Transfer of virus
and infection
through interaction
touch and restricted
space activities
within schools.

4

4

3

11

Staff attending to sick
learners, coughing sneezing,
runny noses, vomit and
bodily fluids.

Contact with bodily
fluids, sputum,
vomit by staff.

4

Handling of materials,
towels, bedding and
clothing.

Transfer of
pathogens on
materials, towels,
bed linen, face
cloths and other
shared materials.

4

DATE: APRIL 2020
COLLEGES – SOP 01102020V1

4

4

3

3

11

11

Rating

High
risk

Mitigation Action

By Whom

Documentation

Follow-up
Procedure

Induction training and
awareness to staff and
learners.
Enforce social distancing
rule.

Educators, learners,
parents and
cleaning staff

Risk assessment of
environment.
Warning signage
and information
signage.

Standard policies
and operating
procedures to be
prepared and
reviewed.

Intensified cleaning and
disinfecting of classrooms,
play areas, equipment,
apparatus and facilities
allowing the required wet
contact time
Personal hygiene
Washing and sanitizing of
hands.

All staff

Rules and regulation
pertaining to
cleaning protocols in
common areas of
school.

Training and
monitoring

High
risk

All staff to wear personal
protective equipment (PPE)
- gloves and face masks
/shields at all times paying
close attention to hazard
warnings and instructions for
using personal protective.

All staff and
learners

PPE Policy, stock
control and issue of
PPE

High
risk

Re-washable hand towels
should be replaced with
disposable hand towels.
PPE and gloves
Use the correct
concentration of
disinfectants.

Management,
Cleaning staff

Standard Operating
Procedure (SOP)

Check list for
usage of
equipment and
cleaning
programs.

Communications
meetings with staff
and appropriate
training.

AREA: PRIMARY / HIGH

Management and
supervision of learners in the
classrooms and play areas.

Learner or staff
member developing
symptoms during
school time

4

4

3

11

High
risk

Educate staff and learners
on every day hygiene
activities.
Monitor signs of illness
amongst learners and
immediately isolate and
send home if any signs are
visible.
Compulsory wearing of face
masks and regular
handwashing and
sanitisation.

All staff and
learners

SOP and curriculum
activities.

Procurement and
availability of PPE
equipment

Food preparation ,handling
,delivery ,storage and
serving.

Food contamination
by persons
preparing or
handling foods.

4

4

3

11

High
risk

Hand cleaning and
sanitation and washing
protocols for areas handling
food should be strictly
controlled.

Kitchen staff and
Management

SOP

Certificate of
acceptability of
food premises

Communication within
school between parents and
educators

Reputational risk
publicity and
communication.

2

3

0

5

Medium

Manage perceptions, rumors
and social media information
flow.
Communication to parents
mitigate perceptions and
expectations.
Communication on policy to
not bring child to school if
showing any symptoms of
illness.
Regular testing and
screening of staff, hygiene
protocols.
Any staff member /learners
showing signs of illness
should isolated in terms of
SOP
Screening at entrance,
temperature monitoring
restriction of access to
person showing symptoms.
Consider restricting full
access of parents to school.
Restrict access and control
3rd parties and deliveries.
Enforce isolation of learners
that have contact with
infected persons.

Management

Newsletters and
SOP

Regular
communications
and emergency
communications
plan.

Travel to and from
workplace using public
transport by staff , learners
and parents.

Security and Access control

Staff /parents
/learners making
use of public
transport may be at
higher risk of
exposure to
pathogens
Access to school
environment and
premises by person
carrying virus.
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4

4

3

11

High

4

4

0

8

Medium

Management
Staff

Records of testing

School and guards

SOP and
procedures to all
persons using the
premises

Parent education
and information
sharing.
SOP

Regular
communication

AREA: PRIMARY / HIGH

Consideration of issue of
PPE to all person visiting the
schools.

Social interaction between
learners

Interaction in play
areas and
classrooms

4

2

0

6

Medium

Waste Disposal

Disposal of waste
tissues and
materials in contact
with bodily fluids,
sputum and vomit

4

4

-3

5

Medium

Contact with multi use
surfaces that may be
contaminated viruses due to
multiple touching.

Transfer of virus or
infection on
commonly used
devices.

4

4

3

11

High

Infected person on premises

Member of staff or
learners tests
positive for virus or
communicable
disease.

4

Airborne
transmission

4

Coughing , sneezing and
spitting
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4

0

8

Medium

Enforce social distancing
rules, face masks and hand
sanitising.
Limit activities involving
touching and social contact
where possible.
Reduce size of classes.
Increased waste removal
and disposal regimes.
Separation of high risk items
in sealed bags for
incineration.
Sanitisation regimes

Educators

Standard operating
protocols and
procedures

Revised play
schedules and
activity planning

Cleaning and
Hygiene

SOP

Review disposal
procedures

Deactivate Biometric
devices.
Door handles, light switches,
keyboards and commonly
touched surfaces require
additional cleaning regimes.
Supply hand sanitizers at
entrances and common
areas ,
Consider school closure.
Initiate deep clean
procedures.

Cleaning and
Hygiene staff

SOP

Review of cleaning
programs

School
Management

Notification of
Authorities
Communication to
parents .

Emergency
Communications
plan

Parents

School policy

Policy document

Management

Notify Authorities
4

3

11

High

Compulsory wearing of face
masks.
Remove sick children. from
school environment and do
not allow sick children to
attend school

AREA: PRIMARY / HIGH

RISK MATRIX
(S) Severity ( Impact and consequences)
0

No injury / No Impact or consequence

2

Minor / Mild injury or illness / Minor or moderate impact
Serious injury /illness – Significant impact
Permanent disability or fatality – Major impact

No permanent disability / Consequences.

4
6

F) Frequency
4
3
2
1

Daily or weekly
Monthly
Annually
Once in 5 years

(P) Probability
-3
0
3

Less than average probability
Average probability
Greater than average probability

(S+F+P=C) Criticality
>10
>7
>3
<3

High risk
Medium risk
Low risk
Tolerable risk
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AREA: PRIMARY / HIGH
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