
 

MHB 1.3 Toolkit Manual 

COVID-19 OHS Toolkit Manual 

 

The new COVID-19 Regulations clearly stipulates that employers must prepare their workplaces before 

employees can go back to work. 

 

This toolkit provides you with the required steps to take in order to get your workplace ready and safe 

for employees. 

 

Step 1 – Preparation: 

 

• Using the hygiene procedure (MHB 8), you will be able to see what needs to be done to get the 

workplace up to standard regarding hygiene as you need to clean the following basically: 

o Electronics 

o Doorknobs 

o Light switches 

o Workstations 

o Kitchens 

o Toilets 

o All areas where staff come in to contact with 

 

Step 2 – Implementation: 

 

In this step you need to start implementing the COVID-19 Workplace Plan and risk assessment (MHB 

1) which indicates the control measures needed, as follows: 

 

Risk Assessment 

 

By doing a COVID-19 risk assessment, you can determine what hazards you have in your workplace. By 

identifying all the hazards, you can determine control measure that can be implemented to mitigate 

the risk. 

 

When it comes to Risk Assessments there is a hierarchy of control that must be followed, as follows: 

1. Eliminate the hazard 

2. Substitute the hazard 

3. Engineering controls 

4. Administrative controls 

5. PPE 
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As you can see, PPE will be the last thing you must resort to, to mitigate the COVID-19 virus. 

  

Because you can eliminate or substitute the hazard (COVID-19) you have to use engineering controls, 

administrative controls and PPE to mitigate the hazard known as COVID-19. 

 

According to the latest protocols for the permitted personal care services, 19 June 2020, the following 

must be implemented:  

 

1. Engineering controls 

1. Ventilation 

2. Physical barriers 

3. Adaptation of workstations to increase social distance 

 

2. Administrative controls 

1. Screening/ reporting of symptoms/ sick leave 

2. Minimizing contact 

3. Rotation and shift work 

4. Work-at-home strategies 

5. Communication and information strategies 

6. Role of health and safety committees and representatives 

7. Education and training 

8. Reporting of incidents for regulatory purposes 

9. Reporting for purposes of public health, contact tracing, screening, testing and surveillance 

 

3. Healthy and safe work practices 

1. Disinfectants, sanitizers and personal hygiene 

2. Other 

 

4. PPE 

1. Masks 

2. Gloves 

3. Facial shields 

4. Other 

 

These can then be used to mitigate the risk in the workplace as far as reasonably practicable. 
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Employee screening must be done daily (MHB 7) 

 

You as the employer must screen your staff member twice a day to see if they came to work with flu-

like symptoms and or if they picked it up while they were at work. 

 

Some of the symptoms are: 

• Fever 

• Cough 

• Shortness of breath or difficulty breathing 

• Chills 

• Repeated shaking with chills 

• Muscle pain 

• Headache 

• Sore throat 

• Loss of taste or smell 

• Difficulty breathing 

Sick workers must be encouraged to stay at home as to prevent them from infecting others int the 

workplace. 

 

Management to make sure staff adheres to COVID-19 procedures 

 

This can be done by designating COVID-19 Compliance Officer (MHB 11 - make use of the designation 

letter supplied). As this person will have the following responsibilities: 

• Implementation of the COVID-19 health plan 

• Ensure adherence to high standards of hygiene and health protocols relating to COVID-19 in 

the workplace 

• Ensuring all staff adheres to Social distancing requirements 

• Ensuring all staff adheres to PPE requirements 

• Communication of COVID-19 related topics to staff 

 

This designated person must make sure on a continuous basis that all employees follow the set-out 

rules, procedures and control measures implemented. 

 

Personal Protective Equipment 

 

When you issue masks, gloves, face shields and any other PPE, you must use the PPE register (MHB 10) 

to keep record of who received what PPE.  
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They must sign for it as well and records must be kept in your Health & Safety File 

 

Step 3 – Communication: 

 

Communication is key when it comes to health and safety in the workplace. Keeping staff up to date 

with new Regulations and keeping them educated in the workplace will make it easier to create a safe 

working culture in the workplace. 

 

This can be done by simply communication of the following templates: 

• COVID-19 Toolbox Talk – Awareness (MHB 2) 

• COVID-19 Toolbox Talk – How to remove gloves & masks (MHB 3) 

• COVID-19 Toolbox Talk – Social Distancing (MHB 4) 

• COVID-19 Toolbox Talk – COVID-19 (MHB 5) 

 

Other topics that can also be discussed with staff are: 

• Policy on controlling the risks of infectious diseases in the workplace 

• The COVID-19 Workplace Plan 

• Latest COVID-19 Regulations 

• PPE requirements and how to use it 

• COVID-19 travelling requirement in South Africa 

• etc 

 

Please remember to use the communication registers (MHB 9) when you communicate ANYTHING 

health and safety related to your employees. 

 

Step 4 – Maintaining a Healthy Environment: 

 

After all the required documentation or procedures has been implemented, you need to make sure 

you keep the level of hygiene, COVID-19 awareness and monitoring systems in place. By continually 

making use of the following documents: 

 

Daily employee screening (MHB 7) 

 

By screening employees on a daily basis, using the daily screening template, you can monitor 

employees to see if they have any flu-like symptoms so that you can take action if necessary. 
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Their temperature must also be taken upon entrance to the premises as well as exit, the results must 

also be noted for record keeping purposes. 

 

Hygiene protocols (MHB 8) 

 

By keeping to this procedure, you can maintain high levels of hygiene which can possibly prevent the 

spread of the COVID-19 virus. 

 

Continuous communication 

 

On a daily basis speaking to staff and encouraging them to come forth if they have any flu-like 

symptoms. As it affects everyone in the workplace. 

 

Encourage all workers to be able to speak to management if they have any concerns regarding their 

health or the health of others, and to not be scared to share information or report any unsafe acts. 

 

Continuously reviewing of the risk assessments as procedures 

 

By doing this you can see where all the grey areas are that you might not have seen before, so that 

you can change or implement additional control measures. 

Encourage worker participation right from the bottom to top management, as well as safety 

representatives. As this will help in identifying much more areas that might need your attention. 

 

Section 8 of the Occupational Health & Safety Act (duties of employers to employees) stipulates that 

employers must do everything reasonably practicable to ensure the safety of staff at work. 

 

This kit will guide you in the right direction, to ensure a safe working environment for you and all your 

employees. 

 

 

 

Stay Healthy 

 


