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APPENDIX C 

MANAGING EMPLOYEES 
INFECTED OR POSSIBLY INFECTED 

WITH CORONAVIRUS 
 
 

If an employee at the workplace has become infected with the coronavirus then it is very important to 
assist that employee, as well as other employees, and re-evaluate what can be done to stop the further 
spread of the coronavirus, whether at the workplace or at the homes of everyone connected with the 
employee.  To do this effectively each of the following 11 aspects need to be addressed and are discussed 
in more detail in this Appendix: 

1. Provide support to that employee and assist with isolation. 
2. Provide support to other employees and prepare for counselling.Inform the Health Department 

that you have an employee with coronavirus infection 2019 (COVID-19). 
3. Attempt to establish how that employee got infected. 
4. Identify who the employee might in turn have infected. 
5. Assist with contacting all these people and help with quarantining. 
6. Continue to screen employees to detect signs of possible coronavirus infection. 
7. Take steps to prevent any further infections. 
8. Possible temporary closure of the work site. 
9. Re-opening of the work site. 
10. Cleaning of the contaminated area  

1. SUPPORT TO COVID-19 INFECTED EMPLOYEE  

Since he/she tested for the coronavirus the employee is likely to be in quarantine and would have been 
notified by a doctor or nurse that they are infected and need to be isolated for 14 days. However, 
sometimes there are miscommunications around this and the employee might still be at work.  

If the employee is at work then:  

 Immediately separate him/her from other employees preferably by placing in a well- 
ventilated room. 

 Ask him/her to wash hands thoroughly. 

 Provide him/her with a surgical mask if you have one. If not then continue using a cloth 
mask. 

 Ensure that your employee is counselled and in a reasonable mental state to follow 
other instructions. 

  Assist the employee to follow the advice from the health department regarding 
isolation. 

 Assist with establishing if the employee is able to effectively self-isolate or if isolation at 
a public facility would be required. If a public facility is required make sure to mention 
this when contacting the Department of Health. 

 Determine whether the employee is able to travel home or travel to a public isolation 
facility without the risk of infecting other members of the public; e.g. they should not be 
using public transport. If not, assist the employee to be safely transported home.  
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If the employee is at home or at a quarantine facility, then:  

 Assist the employee to follow the advice from the health department regarding isolation 
required to protect their family, friends, and colleagues. 

  Assist with establishing if the employee is able to effectively self-isolate at home or if 
isolation at a public facility would be required. If a public facility is required make sure to 
mention this when contacting the Department of Health. 

 Provide suitable sick leave arrangements for the 14 days that the employee will be away 
from work. Note that 14 days is the minimum time of isolation and that it might be 
longer depending on how ill the employee becomes and the treatment required.  

Additionally:  

 Provide supportive counselling via your workplace employee assistance programme 
(EAP) or employee wellness programme or via a trusted colleague. 

 If the likelihood is high that the infection was occupationally acquired (in other words it 
arose out of or in the course of work duties), then a workers’ compensation claim needs 
to be completed.  

2. SUPPORT TO OTHER EMPLOYEES:  

 Reassure staff that you are handling the situation following advice from the Health 
Department (see below) and that that you are supporting the infected employee. 

 Inform staff that the Health Department and other Government departments, assisted 
by your health and wellness division or occupational health service, (if you have either of 
these), will be screening employees to determine possible exposure to the virus and will 
advise on what further steps to take. 

 Contact your organisation’s employee assistance programme (EAP)/health and wellness 
division (or occupational health service) and alert them to rapidly assist with and 
increase screening, counselling and psychological support efforts already in place for 
employees at the affected store. Alternatively appoint a trusted colleague to provide 
support and counselling to employees. 

  Keep an eye on the mental health and stress levels of all employees, be kind and 
thoughtful about the potential stress employees will experience with the infection of a 
colleague and the possibility that they may be exposed. 

 Have a communication plan in place to ensure that employees receive correct 
information.  

3. INFORM THE HEALTH DEPARTMENT AND THE DEPARTMENT OF LABOUR AND EMPLOYMENT  

 The department of health is aware of all individuals that test positive for COVID-19 
through laboratory reporting mechanisms. However, due to delays in reporting, the 
employee may be aware of the diagnosis before the health department. 

 The employer should contact the provincial COVID-19 hotline number on 021 928 4102. 

 After contacting the hotline, the relevant health department team or a partner 
government department team, will be in contact to assist you. 

 The department of Employment and Labour should also be contacted  

4. ESTABLISH HOW THAT EMPLOYEE GOT INFECTED  

 The employee could have been infected by fellow workers/managers, customers, or by 
someone within their home or social circle. Therefore, it is important to: 
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 Assist the employee to identify if he/she came into contact with anyone who had 
symptoms of a throat and chest infection. These symptoms are; 

o Fever o Cough 
o Sore throat 
o  Shortness of breath 

  Similarly, it is important for management to directly identify amongst the employees 
and frequent visitors to the work site, which people have any of the symptoms listed 
above. Amongst these could be the person or persons who originally infected the 
employee and may still be unknowingly spreading the infection amongst other 
employees, visitors and customers. 

 Enlist the support of company occupational health staff where possible to assist with the 
identification of contacts. Make a list of all these employees and other people who have 
symptoms as they would need to be assessed, to decide if they should be tested for the 
coronavirus. Include the name, surname, contact number and address of these 
individuals where possible. 

 Depending on how many employees are involved it may be necessary to temporarily 
close the work site while these investigations are underway.  

5. IDENTIFY WHO THE EMPLOYEE CAME INTO CLOSE CONTACT WITH  

 Any individuals the employee came into contact with since he/she became ill could also 
develop the disease and need to be separated from other employees and customers (if 
applicable), by going into quarantine. 

 Ask the employee who he/she was in close contact with (i.e. face-to-face contact within 
1 metre, or shared an enclosed space with the affected employee in the 48 hours before 
symptom onset) or worked closely with. These could be: 

o Other employees 
o Visitors to the work site 
o Regular customers 
o Suppliers 
o People in their neighbourhood or People they travel with 
o People at social gatherings 
o Family members 

  

 Similarly ask all the employees at the company whether they recall being in close 
contact with or working closely with the employee since the date that he/she became 
ill. 

 Enlist the support of Company occupational health staff or a designated human 
resources person where possible to assist with contact tracing and management of 
contacts. Make a list of all these employees and other contacts as they may have to be 
quarantined to prevent further spread. Include the name, surname, contact number 
and address of these individuals where possible. 

 Depending on how many employees are involved it may be necessary to temporarily 
close the work site while these investigations are underway.  

6. ASSIST WITH TRACING AND QUARANTINING PEOPLE WHO MAY HAVE BEEN  

Infected Members  

 The health department assisted by partner government departments will interview all 
these contacts to determine whether the level of exposure is sufficient for them to have 
become infected, and hence whether they need to be quarantined or not. Please 
contact the Health Department immediately. 
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  However, if the company has an employee wellness service or an occupational health 
service then it would be expected of them to assist with this process under the guidance 
of the health department. 

 Please provide the list of contacts to the health department. (Do not delay the initial 
contact to the health department while you prepare this list). 

 Please allow the health department access to employees via a quiet room or via the 
telephone. 

 For those employees who need to be quarantined please provide suitable special leave 
arrangements for the up to 14 days that they will be in quarantine. 

 Quarantine means that people who are at high risk of being infected with coronavirus 
are separated from other people for 14 days from the date that they were exposed to 
their infected colleague, so that they cannot infect others.  Depending on their home 
circumstance they can be quarantined either at home or at a specially prepared 
quarantine facility. 

 To be allowed to quarantine at home they need to have a room in which they can stay 
alone, separate from the rest of the household. 
Depending on how many employees are involved it may become necessary to 
temporarily close the work site while they are in quarantine.  

 

7. CONTINUE TO SCREEN EMPLOYEES TO DETECT SIGNS OF POSSIBLE CORONAVIRUS INFECTION 

It is possible that some of the people who were in contact with the employee were not identified during 
the processes described above and hence may still be working and at risk of becoming infected. Also, 
some people can be infected with coronavirus and yet be completely well, only becoming ill later. It is 
possible that such people could still be working and that they may even be the original source of the 
coronavirus at the work site.  

Therefore, all employees should be monitored by the employer daily to identify other employees that 
may develop symptoms.  If an employee develops symptoms they should not come to work, but should 
instead report this to their supervisor and to the health department (call the provincial COVID-19 hotline 
number on 021 928 4102), who will advise them which testing centre to attend, so that the test for 
coronavirus can be done.  

However, some employees might come to work even if they have symptoms and therefore supervisors 
need to ask all employees about any symptoms they may have, every day before they start work. Should 
the employee feel unwell during the working day, they should be screened again for symptoms and 
managed accordingly.  

8. STEPS TO TAKE TO PREVENT ANY FUTURE INFECTIONS AMONGST EMPLOYEES  

All areas where the employee worked or visited in the work site should be thoroughly cleaned with soap 
and water and wiped down with a diluted bleach solution (dilute 30ml of bleach per litre of water to give 
a 0.1% mixture). If the area cannot be cleaned with soap and water then it should be wiped down 
carefully with a bleach solution, or a 70% alcohol solution.  

Common disinfectants that could be used include:  

 -  Bleach i.e. Sodium hypochlorite (0.1%)  
 -  Alcohols i.e. Ethanol (70%)  
 -  Quaternary ammonium compounds  
 -  Hydrogen peroxide (3%)  
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 -  Peroxyacetic acid (0.5%)  
 -  Phenolic i.e. carbolic soap  
 -  Iodophors i.e. iodines (1%)  

The area to be cleaned will be specific to each case and includes the kitchen, staff room, canteen, 
toilet facilities, trolleys, baskets, door handles, work stations, computers and counters among 
others.  If large surface areas and large numbers of objects need to be cleaned and disinfected 
then the work site may need to close temporarily while this is being done.   

9. POSSIBLE TEMPORARY CLOSURE OF THE WORK SITE  

 The Health Department may need to advise to close the work site temporarily due to the 
public health risk posed by remaining open. 

 This will be done in consultation with the company managers and will depend upon a 
number of factors including the following:  

The workplace or a section of the workplace may need to be temporarily closed depending on 
the following factors:  

 If the number of employees who have symptoms is considerably large, because 
of the time needed to investigate and determine if they should be tested for 
coronavirus infection or not. 

 If the number of employees who are contacts of the employee/s with 
coronavirus infection is large, because of the time needed to investigate and 
determine if they need to be in quarantine or not. 

 If the area in the work site and the volume of items that need to be cleaned is 
large, because of the time required to complete this important task. 

 If the number of employees diagnosed with coronavirus infection and therefore 
needing isolation is large, since there may be insufficient employees for the 
work site to continue its operations. 

 If the staff complement that are identified as contacts of the infected employee 
and therefore need to be placed in quarantine is large, since there may then be 
insufficient employees for the work site to continue its operations. 

 The definition of 'large’ will be business nature and space specific and should be 
discussed in conjunction with the Department of Health team.  

Note that should a company refuse to close a workplace voluntarily upon advice to do 
so, then the inspectors from the Department of Employment and Labour are 
empowered to close the premises.  

Temporary closure of the work site can be prevented by:  

 Rapidly cleaning and disinfecting the surfaces and items that were 
contaminated. 

 Completing the screening of other as yet unaffected workers timeously. 

 Once decontamination is completed, seconding staff from other branches to 
replace those placed in isolation and quarantine, but avoid staff working at 
multiple branches in the short- term i.e. the seconded employees would have to 
then work only at one branch at a time for the medium term. 

 Temporarily employing suitably skilled staff to replace those placed in isolation 
and quarantine. 

 Preventing infection of employees with coronavirus by following the prudent 
steps outlined in the first section of this document. 
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 Training employees on how to prevent coronavirus infection.  

10. RE-OPENING OF THE WORK SITE  

In order for the work site to be re-opened, the following minimum requirements should be in place:  

1. An assessment of the circumstances which resulted in the exposure of the employee/s 
to the coronavirus.  

2. A description of steps that will be taken to remedy any shortcomings in prevention 
activities uncovered during the assessment.  

3. Full training (and refresher training) of employees on coronavirus prevention activities 
has been achieved.  

4. Cleaning and disinfection of all surfaces and objects that have been contaminated has 
been done. 

5. The assessment and description of any steps taken should be compiled into a report and 
kept on record, as well as made available to the Health Department and the Department 
of Employment and Labour. 

6. Procedures are in place to implement all the prevention activities listed above. 
7. If a workplace was closed upon instructions from an inspector of the Department of  

Employment and Labour, then formal compliance needs to be demonstrated before it will be 
permitted to re-open.  

11.  CLEANING OF THE CONTAMINATED AREA  

 Clean all surfaces/objects that the infected person/s may have come into contact with. 

 PPE must be worn during cleaning and cleaning staff must wash their hands thoroughly 
before and after cleaning. 

 The following PPE should be worn during cleaning: 
o Heavy duty rubber Gloves 
o Face mask 
o Visor or goggles 
o Apron 
o Closed shoes 

 The following materials should be used for cleaning and disinfecting: 
o  Green household soap should be used to clean all equipment and 

environmental surfaces that can tolerate it (e.g. walls, floors, blinds, surfaces) 
prior to disinfecting. 

o Disinfectant (6 teaspoons i.e. 30ml of bleach per litre of water) should be used 
after cleaning to disinfect all equipment and surfaces. 

o  If the area/surface cannot be cleaned with soap and water, wipe down with a 
70% alcohol solution.  

 


