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COVID 19 RISK ASSESMENT
Date:

06 06 2020

OHS OFFICER : ALBERT SMIT
ID No.

Task Steps

2

CHURCH OFFICE

3

4

5

6

7

What are the Hazards

What is the Risk

SHARED WORK SPACE
AND COUNTERS

CONTACT OF SURFACES BY
DIFFERENT PEOPLE CAN
LEAD TO INFECTIONS

RUBBER GLOVES
70% ALCOHOL SANITIZER
INCREASED CLEANING AND SANITIZING
WASHABLE FACE MASKS

COFFEE STATION

CONTACT WITH SHARED KITCHEN
EQUIPMETN CAN LEAD TO INFECTION

LOCK AWAY ALL
CATERING EQUIPMENT

EXPOSURE TO INFECTED
MEMBERS AND PUBLIC

CONTACT WITH INFECTED MEMBERS
CAN LEAD TO INFECTIONS

WASHABLE FACE MASKS
SOCIAL DISANCE
70% ALCOHOL SANITIZER
INCREASED CLEANING AND SANITIZING

EXPOSURE TO INFECTED
TEAM MEMBERS

CONTACT WITH TEAM MEMBERS
CAN LEAD TO INFECTIONS

EXPOSURE TO INFECTED
FAMILY MEMBERS

CONTACT WITH INFECTED FAMILY
MEMBERS CAN LEAD TO INFECTONS

SHARED WORK SPACE

EXPOSURE TO INFECTED

MASKS
ONLINE SERVICES

CAN LEAD TO INFECTIONS

TEAM MEMBERS CAN

ESSENCIAL GROUP ONLY

LEAD TO INFECTIONS

INCREASED CLEANING AND SANITIZING

STAFF MEETINGS

FUNARALS

CHURCH OFFICE & MEETINGS

RECTORY (PASTORIE)

RECORDED CHURCH SERVICES

Current Control Measure (Description)

WASHABLE FACE MASKS
STAFF DIVIDED INTO SHIFTS AND
ROTATE
WORKING FROM HOME
FLEXIBLE WORK HOURS

TRAINNING ON HYGENE
AND SUPPLY OF 70% ALCOHOL
SANITIZER
WASHABLE FACE MASKS

SEVERITY OF SAFETY RISK

FREQUNCY

RISK RATING

CRITICAL

OCCATIONAL

9

CRITICAL

RESTRICTED

14

CRITICAL

REGULAR

5

CRITICAL

OCCATIONAL

9

CRITICAL

RARE

20

CRITICAL

RARE

20

CRITICAL

OCCATIONAL

9

CRITICAL

OCCATIONAL

9

CRITICAL

OCCATIONAL

9

CRITICAL

RARE

20

CRITICAL

REGULAR

5

CRITICAL

RARE

20

WASHABLE FACE MASKS

WALK IN MEMBERS

CONTACT WITH PENS AND
DOCUMENTS
CAN LEAD TO INFECTIONS

EXPOSED CASH

CONTACT WITH EXPOSED
CASH CAN LEAD TO INFECTIONS

CLOSE CONTACT WITH

8

9

CHURCH OFFICE

CHURCH OFFICE

10

HOSPITAL VISITS

EXPOSURE TO
INFECTED MEMBERS

11

CHURCH KITCHEN

SHARED KITCHEN
FACILITIES

12

CLEANING

CONTAMINATED WAIST

13

ONLINE CHURCH MEETINGS

MEETINGS WITH GROUPS
OF PEOPLE

LEGEND
THE LOWER THE SCORE THE HIGHER THE RISK;
LOW RISK
MED LOW RISK
MED RISK
HIGH RISK

CONTACT WITH INFECTED
MEMBERS CAN LEAD TO INFECTONS

CONTACT WITH SHARED KITCHEN
UTENCILS AND EQUIPEMENT
CAN LEAD TO INFECTIONS

CONTACT WITH CONTAMINATED
WAIST CAN LEAD TO INFECTIONS

CONTACT WITH INFECTED PEOPLE
CAN LEAD TO INFECTIONS

GLASS SHIELD
RUBBER GLOVES
70% ALCOHOL SANITIZER
LIQUID SOAP AND WATER
WASHABLE FACE MASKS
PAPER ENVELOPES
RUBBER GLOVES
70% ALCOHOL SANITIZER
CASH HANDELING PROCEDURE

MAKS,GLOVES,PLASTIC APRON
RUBBER GLOVES
70% ALCOHOL SANITIZER
LIQUID SOAP AND WATER

WASHABLE FACE MASKS
INCREASED CLEANING AND SANITIZING
70% ALCOHOL SANITIZER

RUBBER GLOVES
PLASTIC LINED BINS
WASHABLE FACE MASKS
70% ALCOHOL SANITIZER

ONLINE MEETINGS AND
INFRORMATION SESSIONS

SAFETY PLAN
In responding to COVID-19

June 2020

Introduction
1. The objective of this policy is to establish a safe working environment as well as a safe
worship environment at the Dutch Reformed Church of La Rochelle congregation in
response to the Covid-19 pandemic. Focus areas will be:
a.

Human resource management.

b.

Normal Processes and services.

c.

Community support and outreach.

d.

Communications, both internal and external

This policy is to assist with the following:
a.

Minimise health risk to employees

b.

Minimise the risk of premises becoming a node of transmission

c.

Ensure plans are in place should employees be on leave of absence, quarantined or infected

d.

Ensure alternative arrangements to assist the community with basic spiritual services.

Risk assessment.
A risk assessment was done, and the following risks were identified:

1. Potentially Covid-19 positive members attending services and funerals.
2. Covid-19 contaminated waste removal.
3. Shared equipment and surfaces.
4. Contact with Covid-19 infected members and staff.

Human resource management
1. A Covid-19 Task team was appointed by the Church Council. This task team will be
responsible to inform and guide the management council on the latest regulations
and recommendations regarding the Covid-19 Pandemic.
2. Mr. Albert Smit is appointed as the Compliance Officer for La Rochelle. Details will be
displayed at the church office.
3. The current prayer room will be allocated as an insolation room for Covid 19.
4. The Covid-19 Task team members will be:


Ds. Wouter Olivier. - 083 02226018



Mr. Charles Crafford. - 083 2226019



Mr. Albert Smit. – 083 356508

Process and Church functions
a. Critical business functions (prioritised activities) and essential employees have been
identified. The following has been considered:


The set up alternate teams of employees (e.g. Team A & Team B) who can be
deployed at different work schedules (e.g. Team A working in the office at
alternate weeks, while Team B telecommutes). The teams will be physically
segregated to avoid the risk of infection between teams.



Employees will be cross trained to establish covering arrangements to
minimise disruptions.



Employees older than 60 years of age will be encouraged to work from home as
far as possible.



The church foyer will be managed as a walk-through area where members can
pick up information sheets and drop off donations.

b. Employees will be educated on infection control and good personal hygiene.

c.

Plans related to visitor and employee screening and follow-up actions have been
developed on recommended procedures for screening visitors & employees.

d. All staff, pastors, members or visitors that proceed beyond the church foyer is
required to go through the temperature screening process.

e. La Rochelle will ensure adequate supply of appropriate Personal Protection
Equipment (PPE) and medical equipment (e.g. thermometers, disposable gloves,
masks, and disinfectants) and undertake training to familiarise employees on their
usage.
f. Only funerals will be permitted in the main building at this stage with a maximum of
50 members. Members will be asked to maintain the required 2meter social
distancing unless they are part of the same household.

g. No singing will be allowed as part of service.
h. Temperature screening will be done before staff, pastors and members will be
allowed into the premises. In the case of temperature reading above 38 Degree
Celsius, the person will not be granted access to the building.
i.

A register of attendees will be kept by the safety team as part of the screening of all
visitors and staff. This will be kept on record for at least 6 months.

j.

Cleaning schedule will be increased and include the cleaning of all exposed surfaces
after use. This will entail the use of approved chemicals for Covid-19. A cleaning
record will be kept by church management. This includes seating, rails, tables, and all
other services that are touched by members and staff.

k. Natural ventilation will be maintained when members are in the main building.
l.

Safe disposal of waste will be arranged and managed.

m. Toilets and bathrooms to be cleaned and sanitized on a regular base as well as after
each service.
n. Paper towels, soap to be provided in all bathrooms.
o. 70% Alcohol sanitizer, soap and paper towels will be made available to staff and
members free of charge.
p. No greeting at the doors or hugs and handshakes will be allowed.
q. All staff, pastors and members will be required to wear a face mask when entering
the premises. No access will be granted without a mask.
r. Members and staff that are not feeling well need to stay at home and seek medical
attention.

s. Cash donations to be placed in provided envelope at the entrance. Cash will be
handled only 1 week after receipt. The date off reception will be noted on the
envelope.
t. Sound equipment and microphones are to be sanitized strictly before and after each
service.
u. No tea or drinks will be served at any time in the building. This to prevent more than
1 person touch the same surface.
v. No social events will be allowed at the church building.
w. Staff that use public transport will be asked to travel during off peak times and only
as arranged.
x. Staff is advised to stay home when not feeling well.

Supplier management
a. Essential suppliers will be identified and need to provide Covid-19 safety plan before
access will be granted. This will include safe working procedures and PPE.

Communications
b.

Management will ensure that employees have a clear understanding of their roles and
responsibilities before the virus outbreak occurs. A communication channel for employees
to report their status and to make enquiries will be set up.

Good personal hygiene
1.

Adopt the following precautions at all times:

a.

Avoid contact with live animals including poultry and birds, and
consumption of raw and undercooked meats.

b.

Avoid crowded places and close contact with people who are unwell or
showing symptoms of illness.

c.

Observe good personal hygiene.

d.

Practise frequent hand washing with soap (e.g. before handling food or
eating, after going to the toilet, or when hands are dirtied by respiratory
secretions after coughing or sneezing).

e.

Wear a mask if you have respiratory symptoms such as a cough or runny
nose.

f.

Cover your mouth with a tissue paper when coughing or sneezing, and
dispose the soiled tissue paper in the rubbish bin immediately; and

g.

Seek medical attention promptly if you are feeling unwell

h.

Wash hands

k.

2.

i.

Regularly and thoroughly with soap and water

ii.

Before and after preparing food

iii.

After going to the toilet

iv.

Before and after eating

v.

After coughing and sneezing

vi.

After removing personal protective e

Avoid physical contact such as handshaking

Maintain good personal hygiene, including hand washing with soap and
water, or the use of alcohol-based hand rubs.

3.

Proper hand washing requires soap and water. The constant rubbing action
helps soap break down the grease and dirt that carry most germs. Washing

your hands for at least 15 to 30 seconds with soap and water does not just
make your hands smell fresh but also reduces germ count by up to 99%

Follow these 8 simple steps to keep your hands clean:

Daily Health Screening Document for Employees

ANNEXURE 1

Date:
EMPLOYEE NAME

CONTACT

WEARING CURRENT
A FACE TEMPRETUR
MASK?
E

DO YOU HAVE ANY OF THE FOLLOWING SYMPTOMS? TICK IF APPLICABLE
NO
SYMPTOMS

FEVER

DRY
COUGH

SORE
SHORTNESS
THROAT OF BREATH

ANY OTHER
SYMPTOM?

HAVE YOU BEEN IN CONTACT
WITH ANYONE WITH
CONFIRMED COVID-19 IN THE
PAST 14 DAYS?
YES
NO
YES
NO
YES
NO
YES
NO
YES
NO
YES
NO
YES
NO
YES
NO
YES
NO
YES
NO
YES
NO
YES
NO
YES
NO
YES
NO
YES
NO
YES
NO
YES
NO
YES
NO
YES
NO
YES
NO
YES
NO
YES
NO
YES
NO
YES
NO

SCREENING
DONE BY:

Daily Health Screening Document for visitors

ANNEXURE 1

Date:
VISITOR NAME

CONTACT

WEARING CURRENT
A FACE TEMPRETUR
MASK?
E

DO YOU HAVE ANY OF THE FOLLOWING SYMPTOMS? TICK IF APPLICABLE
NO
SYMPTOMS

FEVER

DRY
COUGH

SORE
SHORTNESS
THROAT OF BREATH

ANY OTHER
SYMPTOM?

HAVE YOU BEEN IN CONTACT
WITH ANYONE WITH
CONFIRMED COVID-19 IN THE
PAST 14 DAYS?
YES
NO
YES
NO
YES
NO
YES
NO
YES
NO
YES
NO
YES
NO
YES
NO
YES
NO
YES
NO
YES
NO
YES
NO
YES
NO
YES
NO
YES
NO
YES
NO
YES
NO
YES
NO
YES
NO
YES
NO
YES
NO
YES
NO
YES
NO
YES
NO

SCREENING
DONE BY:

Employee Acknowledgement & Indemnity: Returning to work after Lock down
I ________________________________________ ID Number ____________________
hereby acknowledge that I have been consulted and fully informed regarding the health and
safety of COVID 19.
In addition I also acknowledge that I’ve been made aware and fully understand that the
consequences of contracting the COVID 19 virus can be more harmful and dangerous to
people over the age of 60, as well as people with underlying illnesses, such as TB, HIV,
AIDS, lung infections, Cancers etc.

I hereby declare that I am satisfied that the Dutch Reformed Church of La Rochelle have
taken all reasonable steps and have put sufficient measures in place to prevent and/or
minimize the possible infection with and spread of the COVID 19 virus at the workplace. I
will fully abide by and comply with all measures put in place and regulations set out by them.

I will declare any underlying illnesses to management. I acknowledge that my choice to
return to work is made freely and voluntarily, accepting any potential risk.

Should I decide to return to office and continue to work I hereby indemnify the Dutch
Reformed Church, and particularly the Church Council, ministers and management of the
La Rochelle congregation in the event that I do contract the COVID 19 virus and become ill.

Should I choose not to return to office or not to continue working I understand and agree that
I will be eligible to collect UIF only.

Signature (Employee): ________________________ Date: _______________

*Note: This information will be put in your employee file for future reference.

DETAILED INSPECTION LIST
1.

Basic education & awareness campaigns

1.1

Staff COVID-19 education/communication programme

1.2

Contractor staff COVID-19 education/communication programme

1.3

PPE donning and doffing training program.

1.4

Health status self-monitoring and reporting / or questionnaire for
employees.

1.5

Provide workers with information that raises awareness in any
form or manner, including where reasonably practicable leaflets
and notices placed in areas informing workers of the dangers of
the virus, the manner of its transmission, the measures to prevent
transmission such as personal hygiene, social distancing, use of
masks, cough etiquette and where to go for screening or testing if
presenting the symptoms

2.

Hygiene / cleaning measures/ Sanitisers/ Disinfectants etc

2.1

Work surfaces are sanitised with appropriate disinfectants at
appropriate intervals

2.2

Equipment are sanitised before and after use.

2.3

Hand washing facilities are available

2.4

Soap and paper towels/hand dryers are available at handwashing
basin

2.5

Hand washing procedure is done, on entering the workplace, after
removing PPE, and before leaving.

Yes

Yes



No

NA

No

NA

2.6

Hand sanitizer must be one that has at least 70% alcohol content
and is in accordance with the recommendations of the Department
of Health.

2.7

Every employer must, free of charge, ensure that –

a) there are sufficient quantities of hand sanitizer based
on the number of workers or other persons who
access the workplace at the entrance of, and in the
workplace which the workers or other persons are
required to use;
b) every employee who works away from the workplace,
other than at home, must be provided with an
adequate supply of hand sanitizer.

2.8

If a worker interacts with the public, the employer must provide the
worker with sufficient supplies of hand-sanitizer at that worker’s
workstation for both the worker and the person with whom the
worker is interacting.

2.9

Waste pertaining to masks, gloves and paper towels should be
disposed of in a bin. Bin to be plastic lined.

3.

Reduce physical contact (social distancing)

3.1

Facility access and visitation is limited or restricted

3.2

Limit crowds or gatherings (e.g. large groups >10 or groups in restricted
spaces)

3.3

Discourage physical contact of employees (e.g. handshakes, hugs)

3.4

Closure of communal areas.

3.5

Ensure that employees are more than two meters apart when dining
and not sitting face to face. Ensure that utensils and frequent disinfect.

3.6

Eliminate frequent contact of surfaces (e.g. leave door open were
possible)

Yes

No

NA

3.7

Work areas rearranged to ensure at least 2 meters distance between
employees.

3.8

All employees/visitors entering the company are screened for COVID-19
symptoms

3.9

All employees and visitors entering the company who screen positive
for COVID-19 symptoms to be declined entrance.

3.10

Minimize contact between workers as well as between workers and
members of the public

4.

Engineering control measures

Yes No NA

4.1

Natural ventilation is used to create fresh air circulating through the
building.

4.2

Physical barriers / screens as a barrier between employees and visitors

4.3

If A/C must be used, disable re-circulation of internal air. Weekly
clean/disinfect/replace key components and filters.

5.

Administrative controls

5.1

Reliable and sustainable source for procurement of key components,
including PPE

5.2

Adequate supplies of PPE, sanitary materials and cleaning products

5.3

Procedures are in place for employees to self-check and/or supervisors
and colleagues to verify that all relevant PPE is used by employees
during all times

5.4

Emergency communication plans are current and in place

5.5

Access to psychological support services

5.6

Is the COVID-19 Infection Prevention and Control Guidelines for South
Africa available, and have they been explained to employees?

5.7

Notify employees that if they are sick or have symptoms associated
with the COVID–19 that they must not come to work and to take paid
sick leave in terms of the BCEA.

Yes

No

NA

5.8

Appoint a(n) manager/officer to address employee or workplace
representative concerns and to keep them informed and, in any
workplace in which a health and safety committee has been elected,
consult with that committee on the nature of the hazard in that
workplace and the measures that need to be taken

6.

Personal Protective Equipment, including cloth masks

6.1

PPE is selected based on a documented risk assessment, and should
meet the minimum recommendations without using excessive PPE for
the setting/task

6.2

PPE must be available in the appropriate sizes.

6.3

Disposable gloves

6.4

Eye protection (goggles) for the use of chemicals only.

6.5

PPE is consistently and properly worn when required.

6.6

PPE is properly removed, cleaned, and stored or disposed of, as
applicable, to avoid contamination of self, others, or the environment.

6.7

Documented respiratory fitment programme that includes fit testing,
training, and medical assessments.

6.8

All persons must wear cloth masks when in a public place.

6.9

Every employer must –

a) provide each of its employees, free of charge, with a
minimum of two cloth masks which comply with the
requirement set out in the Guidelines issued by the
Department of Trade, Industry and Competition, for the
employee to wear while at work and while commuting to
and from work; and
b) require any other worker to wear masks in the workplace.

Yes

No

NA

6.10

The number and replaceability of cloth masks that must be provided to
an employee or required of other workers must be determined in
accordance with any sectoral guideline and in the light of the employee
or worker’s conditions of work, in particular, where these may result in
the mask becoming wet or soiled.

6.11

Every employer must ensure that workers are informed, instructed and
trained as to the correct use of cloth masks.

6.12

An employer must make appropriate arrangements for the washing,
drying and ironing of cloth masks in accordance with the Guidelines.

6.13

The general requirement for workers to wear masks does not derogate
from the fact that, where a risk assessment indicates that PPE is
required, those categories of workers must be provided with the
accredited PPE in accordance with Department of Health guidelines.

http://www.thedtic.gov.za/wpcontent/uploads/Updated_Recommended_Guidelines_Fabric_Face_Masks.pdf

7.

Safe Work Practices

7.1

Eating, drinking, application of cosmetics and smoking in the workplace
is prohibited

7.2

Pens, pencils and or other equipment must not be placed in the mouth
whilst at the workplace

7.3

Cuts/broken skin is covered before entering the workplace

7.4

Jewellery is covered (must not affect integrity of gloves) or removed
before entering the workplace

7.5

Mobile electronic devices kept in areas where they cannot be
contaminated, if not decontaminated frequently

Yes

No

NA

8.

Waste management

8.1

Waste management policy and contract with service provider

8.2

Waste management contractor complies with occupational health and
safety requirements for their employees.

8.3

Records of waste removal, destruction and treatment available

9.

Safety equipment

9.1

First aid kits are available

9.2

Firefighting equipment is available, in good working order and serviced
in the past 12 months

10.

Emergency response

10.1

Response plan in case someone falls ill with symptoms of COVID-19 in
the workplace

10.2

Suspected COVID-19 case isolation areas and protocols

10.3

System to track and trace potential interactions

10.4

Self-quarantine protocols available and current

11.

Symptom screening

11.1

Every employer must take measures to-

i.

ii.

iii.

screen any worker when they report for work, to
ascertain whether they have any of the observable
symptoms associated with COVID-19, namely fever,
cough, sore throat, redness of eyes or shortness of
breath (or difficulty in breathing);
require every worker to report whether they suffer
from any of the following additional symptoms: body
aches, loss of smell or loss of taste, nausea, vomiting,
diarrhoea, fatigue, weakness or tiredness; and
require workers to immediately inform the employer
if they experience any of the said symptoms while at
work.

Yes

No

NA

Yes

No

NA

Yes

No

NA

11.2

Employers must comply with any guidelines issued by the National
Department of Health in respect of –

i.
ii.

symptom screening; and
in addition, required to do so, medical surveillance
and testing

12.

Measures in respect of workplaces to which public have access

12.1

Employees need to be protected from being exposed to the virus
through their interaction with the public and to protect members of
the public from being exposed to virus through their interaction with
workers or other persons present in such a workplace.

13

General

13.1

Have employees over 60 years of age as well as those with
comorbidities been engaged/encouraged in respect of working from
home and accommodated as best possible?

13.2

Are disease surveillance protocols and practices in place?

13.3

Are staffs screened on a daily basis for symptoms of COVID-19 and
does this include a symptom check and a temperature assessment?

13.4

Are all employees using cloth masks particularly where social
distancing is not possible nor viable?

13.5

Are hand sanitizers or appropriate hand-washing facilities available?

13.6

Are stringent social distancing measures in place in the workplace?

Yes

No

NA

Yes

No

NA

